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To be associated with an organization where my abilities and potentials can be developed and to apply 
my knowledge that can be used as an oriented professional and for continuous career improvement.


· Knowledge of software programs such as Microsoft Word, Excel, PowerPoint, Access and Outlook 

· Good Communication Skills 

· Ability to work under pressure

· Can work independently

· Able to manage multiple task and meet deadlines

· Fast learner and have the initiative to do task

Personal Assistant / Administrative Assistant (February 2009 at present) 
Nael & Bin Harmal Hydroexport Est. 

Project Management Division 

Duties and Responsibilities:

· Perform a variety of administrative and secretarial services to the Director and the team in day to day activities in the office. 

· Maintain effectiveness and efficiency of the office independently in the absence of the Director or any team in the department. 

· Keeping the marketing and client database up to date, inputting fresh data and ensure to make follow up calls to their offices to keep update on the present progress to their Clients. 
· Liaising with their internal admin team to ensure that Tender Submission to the Client’s are processed smoothly.
· Prepare Tender Technical / Prequalification Submission as per the Client’s requirements. 
· Initiate in making calls to the Client to confirm appointments, meeting, deadlines etc based on the calendar activities and the Director’s instruction. 
· Schedule, coordinate and organize conferences / meetings as required with both internal and external customers.

· Maintains the meeting agenda and minutes as well following up attendance.

· Responsible for handling functional work at a senior executive level within the department.

· Seek greater role in projects within administrative and other areas of competence.

· Responsible in all outgoing / incoming correspondence in a document control procedures. 
· Uploading / Downloading correspondence, drawings, memo etc through Aconex Software. 
Executive Secretary (May 2008 – February 2009) 
K Home International 

Business Park – Dubai Multi Commodities Centre Project 
Duties and Responsibilities:
· Maintain calendar; ascertain which events require Project Director presence. Fix commitments to maximize Project Director time efficiency and allow decision/desk time.

· Perform a variety of administrative and secretarial services to the Project Director and team as required.

· Compose correspondence/reports and process replies on own initiative or from Project Director dictation or notes.

· Update and chase delegated tasks to ensure progress to deadlines and maintain procedure manual to ensure consistent performance of routines.

· Maintain effectiveness and efficiency of the office independently in the absence of the Project Director.

· Schedule, coordinate and organize conferences / meetings as required with both internal and external customers.

· Maintains the meeting agenda and minutes as well following up attendance.

· Responsible for handling functional work at a senior executive level within the department.

· Seek greater role in projects within administrative and other areas of competence.

· Coordinate with the Head Office regarding the team visas and status.

· Update mail/phone directories and routinely re-order department supplies.
· Inputing all incoming / outgoing correspondence in SID Data base software. 

· Supporting the Principal document controller in a day to day basis. 

· Maintain the SID data base software by controlling all correspondence, memos, drawings, RFI’s etc. 
Client Secretary cum Receptionist (March 2006 – May 2008)

Nasa Multiplex 

7WX –Marina Promenade - Emaar Project 
Duties and Responsibilities:
· Reports directly under the Client and the Consultant Managing Director.

· In-charge for segregating documents for the Client, Consultant and Cost Consultant submitted everyday.

· Process appointment status forms for new hires or other personnel actions

· Responsible for the Staff Attendance and Leave application. 

· Collect and review timesheets for accuracy. 

· Produce departmental memos and announcements as required

· Responsible for distribution of correspondence to all Project Managers 

· In-charge for the daily timesheet and daily activities of all Site Inspectors and Engineers.

· Assist in recording all the incoming and outgoing correspondence in a document control procedures.

· Prepare Monthly Report and other Recommendation Report with the assistance of the Project Managers.

· As liaison between the executive and subordinates or others, transmits directives, instructions and assignments and follow up on status of assignments.

· Prepare memos, agenda and collect materials for meetings & conferences.

· Maintains calendar as required, Plans and coordinate meetings schedule and conference in a timely management procedure. 

· In-charge for day-to-day responsibilities such as office supplies and maintenance.

· Answer all incoming telephone calls and dispose of properly via appropriate transfer, taking a message, or follow-up and return call.
Teacher 

The Nazareth School, Pre School Dept. 

Lipa Batangas 

May 2004 – March 2006







Duties and Responsibilities 








· Discuss the principles and techniques of teaching regarding of the subject matter.

· Identify and evaluate the performance of students.

· Conducts orientations, seminars, trainings regarding with the subject matter.

· Applied classroom management strategies

· Hands on Teaching

· Solely responsible  in handling  20-30 students of different levels of personality and understanding

Short Course - Masters Degree Program 

October 2007 – December 2008 
Special Course for Law of Jurisprudence 






Ateneo De Manila University School of Law – Open University 

June – October 2005 
Personality Development and Time Management 


Ateneo De Manila University 

College 

June 2000 – April 2004 


Bachelor of Science in Elementary Education – Literature 




De La Salle University Lipa – Philippines  

Age


:
26
Birth date

:
December 19, 1983 

Birthplace

:
Lipa City, Batangas, Philippines

Height


:
5’3
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