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FERNANDO CUNANAN NICDAO
Muroor Road,

Abu Dhabi, U.A.E.

Mobile No.: +971 50 3221580

Email: simple_feri@yahoo.com
URL: www.geocities.com/fnicdao149

OBJECTIVES    

To seek a challenging and responsible position in a large and professional organization, where I will have the opportunity to make a positive contribution to business growth by utilizing my skills and to achieve a personal development as well as career advancement.
WORK EXPERIENCE    

WEB / GRAPHIC DESIGNER

Directive Media Division (DMD)

Dar Al Fajr Commercial Printing Press

P.O. Box 505, Muroor Road,

Abu Dhabi, U.A.E.

April 01, 2005 – current

Duties and Responsibilities:
· Prepare Client’s Advertisements Using Adobe Software (Illustrator, PageMaker & Photoshop,) and QuarkXPress in either Macintosh or IBM Platform.

· Responsible for pagination of the Directory

· Prepare film output material & checking for printing

· Checking / Insuring color matches of print materials in printing department

· Preparing Banners, Flyers, Business Cards etc.

· Creating personal website using Notepad for HTML, Image Ready, Macromedia Dreamweaver & Basic Flash

OFFICE SECRETARY

Directive Media Division (DMD)

Dar Al Fajr Commercial Printing Press

P.O. Box 505, Muroor Road,

Abu Dhabi, U.A.E.

March 13, 2004 to March 31, 2005
Duties and Responsibilities:
· Preparing Proposals for Team Leader and Sales Co-ordinators

· Preparing Daily sales report that will be given to the Superior

· General office administration, checking e-mails and responding accordingly

· Responsible for maintaining all files and correspondence papers 

· Providing Secretarial support to the Direct Superior in terms of all confidential records, correspondence, deal with telephone inquiries and administrative work related to the job.

· Acts as Telephone Operator knowing the basics of phone etiquette 

· Handle incoming and place outgoing calls properly 

· Act as a front liner in receiving clients/visitors of the company

· File management
OFFICE ASSISTANT

Dar Al Fajr Commercial Printing Press

P.O. Box 505, Muroor Road,

Abu Dhabi, U.A.E.

August 11, 2003 to March 11, 2004 

Duties and Responsibilities:
· Preparing Invoices, Quotations and Local Purchase Order (LPO)

· Performing clerical works such as filing, sorting of documents and schedule documents

· Proper entering of new jackets to the project logbook

· Answering and transferring important phone calls

· Sending all important documents via Fax or E-mail

SALES CLERK

SM Supermarket

San. Fernando, Pampanga, Philippines

October 7, 2002 to March 10, 2003

Duties and Responsibilities:
· Responsible for proper displaying (FIFO) of products

· Monitoring expiry, damaged and Updates of Inventory

· Responsible for accepting & checking delivered products

· Daily checking of machine’s temperature to ensure and maintain the quality and
safety of the perishable products
PROFESSIONAL SKILLS

· Proficient in computer software applications such as Windows XP & Vista, MS Office, Adobe Products (Photoshop, Illustrator, Image Ready & PageMaker), Macromedia Dreamweaver & Flash, QuarkXPress familiarity in both Macintosh and IBM PC platform, internet browsing

· PC repairs, maintenance, software installation, hardware assembling and troubleshooting
CURRENT SALARY: AED 3,000    -    EXPECTED SALARY: AED 4,500 – 7,000
POSITION DESIRED   

Computer Technician, IT Staff, IT Help Desk, Graphic Designer, Data Entry Operator, Executive Asst., Admin Asst., Sales & Marketing Executive, Customer Service Executive, Office Secretary, Document Controller.
PERSONAL TRAITS    

· Customer Services Oriented

· Organized, Focused and Systematic

· Hardworking and willing to work in a busy environment 

· Can work under pressure and individually

· Quick learner and willing to upgrade my skills & knowledge

· High level of motivation and initiative

· Target oriented
· Possess good communication and writing skills

SEMINARS AND TRAINING ATTENDED   

· Artificial Intelligence

· 7th National Information

· Technology Convention

· Bar Coding & Swiping

· Computer Telephone Integration
TRAINING COURSE    

WEB DEVELOPMENT

(Most Outstanding Graduate)

Filipino Association for Computer Excellence

Phillipine Overseas Labour Office

Abu Dhabi, United Arab Emirates

12th September – 21st November 2008
PC ASSEMBLY

Filipino Association for Computer Excellence

Phillipine Overseas Labour Office

Abu Dhabi, United Arab Emirates

31st August – 23rd November 2007
ACADEMIC BACKGROUND

College Education

:
Bachelor of Science in Computer Science 

STI – College San. Fernando 

2nd Floor Tita’s Building, Olongapo-Gapan Road,

Dolores, San. Fernando, Pampanga

S.Y. 1998 - 2002
PERSONAL DATA

Date of Birth 

:
June 14, 1980

Place of Birth

:
Minalin, Pampanga, Philippines  

Nationality

:
Filipino


Sex



:
Male


Civil Status

:
Single                     


Height


:
5’8”

Visa Status


:
Employment Visa (Transferable)

Language/Dialects
:
English, Tagalog, Pampango 

Passport No.

:
UU 0066945

Issue Date


:
November 06, 2006

Expiry Date

:
November 06, 2011 
SUMMARY PROFILE   

A confident individual, exposed to various fields of endeavor, technical, application (software) and office work. a team player and intends to serve and grow in whatever capacity corresponding with attributes and exposures. Considers shifting career to Banking, Sales & Marketing.

REFEFERENCES: Available upon request


I hereby certify that the above information is true and correct to the best of my knowledge.
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