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JR. INVENTORY STAFF - February 2005 to December 2005


Axis Global Technologies, Inc. – Philippines





Job responsibilities:


Tracking and Encoding of Incoming stocks from suppliers.


Weekly Report of Incoming stocks


Process requested stocked transfer in all branches.


Process all Delivery Receipts, Consignment Forms, Sales Invoice.


Implement procedures set by the coordinator in preparing documents.


Filing all inventory documents such as Sales orders and Sales Invoice.


Printing all documents needed in packaging.


Monitor all cancelled documents and make weekly report.


I did some clerical functions like Attaching (PO) Purchase Orders on DR's, Fax documents, printing and checking the Warehouse item listing, Update the accessories of products..





DATA TECHNICIAN  - August 2004 to December 2004


SPI Technologies	Inc. – Philippines





Job responsibilities:


Perform a large scale XML transformation, PDF conversion and electronic file conversion.


Analyzing source files and documents for conversion.


Extracting text from source files via manual entry and converting character set.


Checking of Clients document if searchable or non-unsearchable data.


Tagging of documents.





TECHNICAL ASSISTANT - November 2003 to May 2004


ROHM LSI Design Philippines, Inc.





Job responsibilities:


Dia Entry and Documentation


Creating circuit diagrams to show how the circuits flow


Creating flowcharts to show the execution path program.


Adobe Acrobat ver. 4.0  PDF Documentation





Notary CLERK - August 2003 to October 2003


IMSHR Corporate Support Inc. - Philippines


(assigned to) RMBSA Law Offices





Job responsibilities:


Notarized documents


Clerical Functions such as filings, reporting and sorting of documents.





COMPUTER KNOWLEDGE:








Internet, Microsoft Office 2000 & XP, Adobe Acrobat-7 and 9, 


Photo Filter, ACD Pro 3, Scanning (Operate with fluency), FTP.


Computer Hardware & Software Installation


Basic Troubleshooting.





Nerissa B. Ponayo





QUALIFICATION:





Graduation (Bachelor Degree)


Far Eastern University (2003).


Major: BS Math major in Computer Science





Intermediate


La Immaculada Concepcion School (1999).





Tertiary


Prince and Princess Grade School (1995).





TRAINING: Korean Language Culture (KLC) – Philippines  April 2010








E X P E R I E N C E (Total Exp. 7 Years)








HR ASSISTANT - April 2008 to February 2010.    


BAM Higgs and Hill LLC, Dubai UAE


(A sister Construction Company of � HYPERLINK "javascript:void(null);" �BAM International bv, Gouda�)





Job responsibilities:


To support and assist the Snr HR Officers in the Operative / Administration processes as per GMS and Database system. To maintain an efficient and effective working environment within the Personnel Department. Assist and support PG Departments in Oman and Qatar


Assist in capturing data and maintaining the correct information in IB Pers database. 


File captured source documents in chronological order in Operative personnel files.


Assist HR Officers with documentation and follow up and keep an accurate record of all the stages on the process of visas / transfers / increases / terminations / final settlements / general documentation.


Inform HR Officer Admin of any deviation or outstanding documentation. 


Update IB Pers with all the visa process details. 


Assist HR Officers with transport / travel arrangements.


Assist with verification of employee leave liability on the IB Pers system.





DOCUMENT CONTROLLER – February 2006 to December 2007


Al Abbar Aluminium Philippines Inc.


(Main Construction is in Dubai, UAE)





Projects handled: Al Salam Tecom, Al Mas Tower, Sharjah Sail Tower, World Trade Center Residence, DIFC Central Park 08, City Gardens Bahrain all located at Duabi UAE





Brief Description:


As Document Controller my job responsibilities included correspondence with different cities of UAE – Dubai and Abu Dhabi, sending and receiving information through FTP, surfing net for current information, photo selection, color page designing and management of the computer section..





Job responsibilities:


Responsible for the distribution and controlling of Quality Manual procedures and support documents to all projects.


Ensure that all pertinent documents (internal & external) are properly controlled, filed, well-organize for safekeeping and for traceability purposes.


Updates Master List and distribution log of all documents for proper monitoring.


Monitors and verifies deviations and deficiencies of documents. 


Prepares status reports and conducts audits.


Proposes improvements of the DC System. 











Date of Birth: March 02 1982


 


ADDRESS:





703-501 Gudeok Jugong Apt Sang Ildong Kangdong-gu Seoul Korea 





Email:





� HYPERLINK "mailto:nheriz24@hotmail.com" �nheriz24@hotmail.com�


� HYPERLINK "mailto:npjo24@hanmail.net" �npjo24@hanmail.net�





Contact #





070-7516-4725





LANGUAGE PROFICIENCY:





EXCELLENT: English, Filipino





BASIC: Korean





RELIGION: Christian





MARITAL STATUS: Single














DELIVERING AND 


IMPROVING


Throughout my career I have been looking forward for opportunities of my own learning and development and encouraged my colleagues as well to develop and grow. 





COMMUNICATING AND INFLUENCING:


Learning key skills and strategies for being understood as intended and understanding others has been one of my pursuits. 








REFERENCES:








Mr. Roy Puthuserry 


Senior HR


BAM Higgs and Hill LLC


Dubai, UAE


Tel # +971 (0)4 339 16 55





Mr. Mathew Samuel 


Senior HR


BAM Higgs and Hill LLC


Dubai, UAE


Tel # +971 (0)4 339 16 55





Mr. Shaji Sreedhar 


HR Officer


BAM Higgs and Hill LLC


Dubai, UAE


Tel # +971 (0)4 339 16 55
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