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	Kevin De Armas

	
	Operations Administrator

	
	Hull Diving Services W.L.L.

	
	+(973) 3464 1449
	dearmaskevin26@gmail.com

	
	Diar Muharraq Home Phase 1, Muharraq, Kingdom of Bahrain

	
	

		Experienced professional with a demonstrated history of working in the oil & energy industry. Skilled in Microsoft Office, Marketing design Work, and Inspection. Strong administrative professional with a first-hand experience working in middle management.

	

	Experience

	

	Nov 2017 - Present
	OPERATIONS ADMINISTRATOR

	
	Hull Diving Services W.L.L.
	 Manama, Kingdom of Bahrain

	
	Industry
	Commercial Diving / Naval Services / Oil and Gas

	
	Specialization
	Underwater Engineering and Construction

	
	Department
	Operations and Management

	
	
	

	
	Task and Responsibilities

	
	·  Technical Inspection report writing as per clients requirements such as; 

· Propeller polishing
· Close visual inspection
· General visual inspection 
· Underwater search and recovery
· Underwater hull inspection

	
	· Writing Underwater Inspection report in-lieu of dry drocking (UWILD) Report on the following classifation/standard requirements;

· American Bureau of Shipping (ABS)
· Bureau Veritas (VB)
· DNVGL
· RENA
· US Navy
· British Navy - SALMO
· Bahrain Navy

	
	· Creating technical and engineering drawing using TurboCAD, LibreCAD, and Sketchup

	
	· Acting as project coordinator for varius projects

· EWA - 400 KvA Loob, Underwater Submarine Cable, Bahrain
· TEEKAY - Bahrain LNG Inspection of 4 No’s Seawater Lift Pumps
· NSCC - installation of 500m HDPE Pipeline
· Sisgen – Installation of Fibreoptic Cable Hidd to Sitra Approach.

	
	· Project Planning using ProjectLibre

	
	· Writing Method Statements and Procedure with 3D Design and Modeling

	
	

	Nov 2014 – Nov 2017
	TECHNICAL CLERK

	
	Dammam Ship Repair Yard
	 Dammam, Saudi Arabia

	
	Industry
	Ship Repair / MODU Repair / Oil and Gas Services

	
	Specialization
	Naval Engineering and Ship/Jack up Rig Repairs

	
	Department
	Engineering and Offshore Department

	
	
	

	
	Task and Responsibilities

	
	· Document Control including technical documents, drawings, and commercial Documents.

	
	· Clerical and Administrative support for Engineering, maintenance, Offshore, and ship repair department.

	
	· Maintaining and updating records of technical documentation and correspondence.

	
	· Gathering data and prepare document related to invoicing, such as total Man/Hours, total hours to be charge for mobile equipment, consumables supplied etc.

	
	· Keeping a record of the personnel training, Scheduling and writing the Progress reports.

	
	· Organized Documentation according to ISO (9001, 14001, 18001) and API Standard.

	
	· Supervising manpower supplied to offshore drilling rigs and prepare timesheets to be used for invoicing.

	
	· Coordinating with the Drilling Rig Manager to supply DSY mobile team personnel offshore.

	
	· Coordinating with the Commercial department to provide proper invoice for the work force supplied.

	
	· Communicating with the Client to provide Support for the project to make sure that the project will finish according to project plan.

	
	· Communicating with overseas agencies (Romania, India and Philippines) to hire additional manpower to support the Growth of the Company.

	
	

	
	Additional Responsibilities:

	
	· In charge of Dammam Shipyard branding in Bahrain Rugby club, creating marketing layout promoting DSY Ship repair and DSY Offshore.

	
	· Created two (2) Company logo for Dammam Shipyard Offshore and Dammam Shipyard Military Industries.

	
	· Created Company logo for the new registered company in Bahrain named North Star for Oil Services

	
	· Coordinator for marketing Events Such as; Annual IADC Golf Tournament, Seatrade, IDEX.

	
	

	
	

	
	Projects And Involvement:

	
	Project Administrator:
	· Scooter Year gain 55 (Offshore Drilling Platform Repair)  From 4th of February to 2nd of March 2015.

	
	
	· Scooter Year gain 55 (Offshore Drilling Platform Repair) From 4th of February to 2nd of March 2015.

	
	
	· ENSCO 84 (Offshore Drilling Platform Repair) From 25th of May to 13th of July, 2015.

	
	
	· Roger Lewis 337 (Offshore Drilling Platform Repair) From 28th of September to 16th of November, 2015.

	
	
	· Roger Lewis 337 (Offshore Drilling Platform Repair) From 28th of September to 16th of November, 2015.

	
	Offshore Mobile Team Coordinator:
	· Supply of Specialized Trade offshore on various MODU Installations.

	
	Artwork Designer:
	· Marketing for Dammam Shipyard in Bahrain rugby club, From: April 2016 to November 2017

	
	
	

	Oct 2010 – Mar 2010
	IT TECHNICIAN (On The Job Trainee)

	
	ABE Int. College
	Malolos, Philippines

	
	Industry
	Educational Institution

	
	Specialization
	Business and information Education

	
	Department
	IT Department

	
	

	
	Task and Responsibilities

	
	· Maintaining Computer Units.

	
	· Maintaining the cleanliness of computer laboratory.

	
	· Scanning units for viruses.

	
	· Installation of Software/hardware to computer laboratory.

	
	· Renovating Networking in the facility.

	
	· Setting up new server (PF Sense).

	
	· Setting up new server (PF Sense).

	
	· Weekly back-up for the security cameras.

	
	

	Educational Background:

	Elementary:
	· Graduation Year: 2006 - San Jose Elementary School                                                   


	Tertiary:
	· Graduation Year: 2010 -  Paombong High School 	 
	High School Level


	Bachelor
	· Graduation Year: 2010 – 2014 - Bulacan State University
Bachelor in Industrial Technology, Major in Computer Technology


	
	

	Skills:

	Computer Literate.

	Administrative and Clerical.

	Expert in Microsoft Office (Especially Excel, Word, Power point).

	Knowledgeable in Microsoft Dynamics AX (ERP).

	Hardware and Software Troubleshooting.

	Knowledgeable in Adobe Photoshop.

	Knowledgeable in Adobe Illustrator.

	Knowledgeable in Sketch up.

	Knowledgeable in Auto CAD.

	Basic HR Practices.

	Wireless and Structured Network.

	Commercial and Marketing.

	

	Personal Info:

	Full Name:	
	Kevin De Grezola De Armas

	Date of Birth:
	September 26, 1993

	Marital Status:
	 Single

	Nationality:
	Filipino

	Language Spoken:
	Tagalog - Expert (Mother Tongue)

	
	English - Expert

	

	Reference Person:
	Alfredo Mirador				 
Planning Supervisor/Dammam Shipyard.	
Address: King Abdul Aziz, Seaport, Dammam, Kingdom of Saudi Arabia.
Tel: +966 (13) 8698681 
Email: amiradou@dammamshipyard.com
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