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Joan 
United Arab Emirates

Mobile number (UAE): C/o 0505891826
Email: joan.1334@2freemail.com 
Profile

Ms. Calixto has over 10 years of experience in administration and management. She has competently performed coordination, negotiation, and report writing and editing. She has previously supported development programs in the Philippines funded by international agencies (USAID, ADB, UNDP), which also involved working with the government, the private sector, and other stakeholders and partners. 
For the past seven years in the UAE, Ms. Calixto continually maintains and supports trading operations for top-level directors, providing assistance in, but not limited to, supplier negotiation (contracts, terms and conditions), purchasing and logistics coordination, in addition to marketing and events management.  Performs administrative tasks – diary management, travel arrangements (flight and hotel), file management, correspondences, meeting minutes-taking & follow-up, and planning & budgeting.
Professional Experience: Employment background

Nazih Group (www.nazih.com) 
Management Head Office, Sharjah, UAE

July 31, 2006 – present 
Position: Secretary to the Managing Director (full-time)
· Performs administrative tasks for the Office of the Directors – diary management, travel arrangements (flight and hotel), file management, correspondences, meetings minutes-taking. Performs back-up reception duties for the Head Office – telephone switchboard (14 lines with more than 80 extension numbers), receiving visitors and company partners.  Checks emails of MD, prioritizes daily agenda, forwards matter to concerned departments, and make the necessary follow-up.  Schedules meetings of MD with the concerned; transcribes notes from the meetings for dissemination to all the concerned.
· Prepares correspondences for and on behalf of the Managing Director, the Assistant Managing Director, and the Business Development Director in dealing with over 200 suppliers, numerous partners, and 20 branches and sister companies of Nazih Group in the Middle East and North Africa
· Develops a strong and positive rapport with vendors/ suppliers and become the main initial contact for Nazih Group in finding the best goods,  negotiating for prices, drafting contract agreements (in coordination with Corporate Legal Department), and monitoring purchase targets and achievements (in coordination with Group Purchase Department)
· Assists in the conceptualization, coordination and execution of products launching 

· Maintains and regularly updates Supplier Master files, and retain a proper file and  records management system for generating information for all concerned departments. 
· Handles and  manages corporate accounts for credit card (limit Aed20,000) and travel agency accounts (limit Aed100,000 for Musafir and Aed25,000 for Air Arabia) 

Kids’ Kollege, Inc., Philippines

May 1997-April 2006

Position/s: Corporate Secretary and Administrative Assistant (part-time)
· Assisted the Chief Executive Officer in both internal and external concerns of the academic corporation, to include financial, organizational and developmental planning for the family-owned pre-school and grade school facility (1 main campus and 1 branch, total population of 500 students and 50 personnel and staff)
· Tracked progress of activities to ensure consistency with plans and mandates of the corporation
· Took minutes and packaged proceedings of corporate meetings.  Packaged monthly, quarterly and annual reports for presentation during Corporate meetings 

· Assisted the Administrator in carrying out general administrative duties – maintaining in-office calendar, keeping track of schedules and appointments, handling clients’ concerns and queries, filing. Undertook local purchases for education materials and school & office supplies for the whole school year

· Assisted in the production of the school’s newsletter, the Kids’ Kollegian

EnterpriseWorks Worldwide – Philippines (www.enterpriseworks.org)
December 1999 to January 2006
Philippine Field Office (Head Office is in Washington DC, USA)
Positions: Team Leader (Field Office Manager), Community Development Officer (full-time)
· Prepared monthly and weekly reports, quarterly and annual accomplishment reports to donor agencies and EWW/Washington DC. Developed annual and monthly budgets for field project operations and ensured proper usage of funds and compliance with donor requirements and generally accepted accounting procedures, and purchased program requirements as budgeted in the Annual Work and Financial Plan.
· Liaised between EWW/Philippines and local project partners such as people’s organizations, NGOs, government institutions, and private firms.

· Developed training programs in rural and upland development such as rural livelihoods development, organizational management, and project monitoring and evaluation.

· Assisted beneficiaries and partner-groups in accessing various funding agencies for their project financial requirements.

· Assisted communities in identifying and developing new enterprises with emphasis on sustainable resource management and economic sustainability.  Developed business plans through participatory planning with community members.

· Provided marketing support activities for beneficiary-enterprises, particularly in evaluating local and international market opportunities, developing marketing strategies, linking them to long-term buyers and assisting in preliminary negations, assisting community-based enterprises in joining trade fairs and exhibits, and establishing control mechanisms for marketing and finance.

Development Alternatives, Inc. (www.dai.com) 
Philippine Field Office (Head Office is in Maryland, USA)
(June 1996 – August 1999)

Positions held: Process Documentor; Information, Education and Communication (IEC) Support 

· Observed and closely recorded project activities to analyze the implications of issues in the operationalisation of the project’s goals.

· Produced monthly, quarterly and year-end consolidation reports for the project to reflect successes and learnings from project implementation, including stakeholders’ feedbacks and perceptions towards the project. Packaged project profiles of all 16 project sites in the region.  The profiles included historical perspective, physical characteristics, resources and resource uses, community characteristics, and progress in project implementation.  Learnings from each site were also incorporated into each profile.
· Facilitated the formation of an IEC Core Group and the establishment of its database through participatory profiling.  Designed and produced information sheets, brochures and flyers, and flipcharts for orientations.

· Assisted in the production of the weekly radio program for the project

· Prepared daily process documentations for the numerous trainings/ workshops/ seminars/ consultations held between and among the stakeholders as initiated by the project.  Furthermore, packaged proceedings of the same for distribution.

Ateneo De Manila University (www.admu.edu.ph) 
Institute of Philippine Culture, Quezon City

Philippines

May 1995 – June 1996
Position held: Research Assistant
· Assisted in the conduct of a research study for the university’s publication.  The research was conducted in two provinces and involved gathering of data regarding community participation towards a community-based project and their community forest resource management systems. Served as RA and main field researcher that supervised two field aides in the conduct of exploratory interviews, surveys and secondary data compilation for all concerns related to the project.
De La Salle University (www.dlsu.edu.ph) 
Social Development Research Center, Manila

Philippines

June 1994 – February 1995

Position held: Research Assistant
· Member of the Process Documentation Team contracted out by USAID to conduct research in selected sites covered by the project.  Retrospectively constructed the project implementation processes in the area.  Interviews were conducted with the community members, government personnel and other groups assisting the project.  Likewise, written and packaged the reports and submitted to the university, the government, and donors.
Personal details

Computer skills:
MS Office (Excel, Word, Powerpoint, Outlook, Internet Explorer) – spreadsheets, word processing, presentation, emailing and internet browsing

Lotus Notes – emailing

Pagemaker , Corel Draw, Photoshop and Illustrator – desktop publishing

SAP/ ERP 
Other skills
Design and production of information materials; feature and technical writing; packaging presentations; office organization and management; research; purchasing and marketing; driving
Education
Bachelor of Science in Development Communication 

(Major in Development Journalism, minor in Resource Management)

University of the Philippines Los Banos

Laguna, Philippines 

Current Salary


Aed8,500/month with benefits
Expected Salary


Aed 11,500/month with benefits
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