Orlene 
Orlene.11244@2freemail.com 
	
	

	Career Objective
	To learn more challenging responsibilities, meet new people and share learned ideas and skills, motivate others through dedicated service.

	
	

	Work Accomplishments
	Cited model employee by Robert Burner, Sr., International Partner, Baker & McKenzie, Chicago, 1999

	
	

	Work Experiences


	Department Assistant/Secretary

Contract-Commercial-Claims & Planning Department

DURL - Dubai Rapid Link (Joint Venture of Obayashi-Kajima-Yapi Merkezi)
Union Square, Maktoum corner Baniyas Road, Deira, Dubai

P.O. Box 182845, Dubai, U.A.E
10 October 2006 – present
· Reports directly to the Project Manager of the Contracts-Commercial-Claims & Planning Manager;  further assist Deputy Project Manager in preparing hand outs and presentation materials needed in every meeting;
· Also assist Contract Manager and Claims Manager in preparing (draft and final) contract documents for the Subcontractors of the Project; and prospective Variations and Claims with the Engineers;

· Prepare draft correspondence address to the RTA and to the subcontractors;

· Initiate,  organize, coordinate and send meeting invitations to Directors and Project Managers of the project;

· Coordinate and contact travel agents for hotel accommodations of trip schedule of bosses abroad;

· Handles official information for the project and personal information of direct superiors being assisted;
· Prepare contract detailed list and information of all Subcontractors;
· Coordinate and advice Admin/HR department for the need for a new department personnel;

· Train and monitor newly hired employee in our department;

· Screen all incoming phone calls and documents and distribute to person concern;

· Updates files of all correspondence;

· Prepare and handle cash advance for department’s use and coordinate with the accounts section for liquidation of expenses;

· Prepares requisitions of cars, equipments and supplies needed for the department;
· Coordinate with other departments for things needed by the Senior Department Manager;
· Perform other duties as requested from time to time.
Other duties:

Assist and perform administration duties to Project Consultants, from High Point Rendel and Cyril Sweett Limited, March 2007 - present



	
	

	
	Quisumbing Torres Law Office 

Member Firm of Baker & McKenzie International, a Swiss Verein

12F Net One Center, Bonifacio Global City, Taguig, Metro Manila

 April 1997 to August 2006
· Partner Secretary in the Corporate Practice Group,

      January 2000 – August 2007 

· Legal Secretary to the Senior and Mid-Level Associate in the Corporate & Intellectual Property/Information Technology Practice Group, 1997 – 1999

Primary Duties and Responsibilities:

· Assist International Partner and Senior Lawyers in preparing legal opinions and documents needed by foreign and local clients or with other Baker & McKenzie affiliate offices abroad; 

· Assist in preparing documents for newly formed corporations (documents for submission with the Securities & Exchange Commission (“SEC”) and with other government agencies);

· Transcribe and prepare draft minutes of the meeting; secretary’s certificate; deeds of assignment; proxies; waivers and resignation letter of directors and finalized the same once reviewed by lawyer; 

· Prepare power point presentations, slides or handouts needed for a lecture or talking engagements of lawyer; 

· Prepare and initiate travel itinerary and set up appointment schedules, prepare cash advances or check request needed by lawyer’s expenses for travels; liquidate and make disbursement of expenses for submission to the accounting department; 

· Contact and coordinate with airlines or travel agents for schedule of travel and hotel accommodations; initiate and finalized reservations; 

· Encode documents for lawyers review and finalize the same for signature; responsible in dispatching the same to clients by courier mail, tele-fax or by e-mail. File copies of said documents to its respective folder for company’s copy; 

· Responsible in handling and screening incoming phone calls, initiate outgoing telephone conferences with clients and/or with other Baker & McKenzie affiliated offices; 

· Handles notarial work of lawyers; prepare monthly reports for submission to the Regional Trial Court for their records and prepare collection billings to clients; and 

· Takes down dictations and perform other functions as may be assigned to me from time to time. 

Provide Admin and HR support: 

· Handle and screen all incoming calls; 

· Dispatch documents via courier, mail or by hand;

· Screen and record all incoming faxes;

· Coordinate with the accounting department for check request or payment of expenses incurred and submit proper liquidation;

· Accept application letters of summer intern lawyers; 

· Coordinate and arrange pre-employment interview of applicants; 
· Submit applicant’s data to Admin/HR Manager for orientation and contract signing.
Others duties:

· Prepares cash request and checks deposit slips;

· See to it that all deposits slips returned are machine validated by the bank;

· Records and update appointment book; client contact directory;

· Prepares petty cash count sheet for general and immigration funds;

· Implement effective safeguards for the physical control and safety of all confidential records.

· Coordinate department monthly meetings; social gathering from time to time. 

	
	Pilipino Telephone Corporation (Beeper150)

PLDT Compound, Better Living Subdivision

Bicutan, Metro Manila

· Training Officer, September 1996 - March 1997

· Secretary to the Operations Manager, January 1994 -1996

Lismoyne, Inc.

1517 F. Agoncillo Street, Ermita, Manila

· Executive Assistant, October 1988 - December 1993

Department of Education Culture & Sports (“DECS”)

Division of Jolo,  Jolo, Sulu
· Division Secretary, April 1986 - September 1988

Silliman University

Dumaguete City, Negros Oriental, Philippines

· Student Assistant (President’s Office)

      January 1980 – December 1983

	Summary of Qualifications and Special Skills

	· Versatile and can easily have a clear understanding of whatever function/responsibilities given or assigned in a time pressure manner; 

· More than nine years in assisting and handling legal corporate commercial, litigation and intellectual property matters; 

· A skilled communicator, able to communicate and deliver complex information to diverse audience; 

· Team player with the ability to take and manage multiple tasks in a pressured environment with minimum supervision; 

· Well verse in office and administration procedure; can create and develop own short-term work plan; 

· Organize, discipline, well-rounded person with good sense of humor.

Excellent Oral and Written English Communications, Highly Computer Literate, Billing and Collection, Events and Socials Coordinator, Record Management



	
	

	Career Development Program
	Attendee, Effective Business Writing 

Conducted By: GuthrieJensen Consultants to Management 

On: 13, 20 & 27 January 2006
Attendee, Introduction To DMS Course Outline

Document Management / Hummingbird DM 5 – 17 November 2005

Quisumbing Torres, Global City, Taguig, Metro Manila

Attendee, Conversational English and Telephone Handling

Conducted by: Speechpower   July 17, 24, 31, 2004

Quisumbing Torres, Global City, Taguig, Metro Manila
Attendee, Employer Forum

Conducted by Home Development Mutual Fund – 23 March 2004

HDMF Bldg., Atrium Makati City

Attendee, Powerful Management Skills for Heightened Professional Growth and Career Development, 

Conducted by: Philippine Association of Secretaries – March 2003;

Attendee, Records Management

Quisumbing Torres, July 2002

Attendee, Stress Management for Professionals

Quisumbing Torres, November 1999

	
	

	Hobbies
	Reading, Traveling, Playing Badminton, Listening to music, Swimming


	
	

	Educational Attainment
	Bachelor of Business Administration

Silliman University (Founded by American Missionary, 1901) 
Dumaguete City, Negros Oriental, Philippines


	
	

	Personal Background
	Filipino; Born on 21 August 1963
Cebu City, Philippines

	
	

	Character Reference
	 Available upon request




