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Denevieve 
Denevieve.142187@2freemail.com  
Career Objective: To work in a well reputed organization where I can directly apply my extensive knowledge and skills in the field of strategic management, marketing, administration and be a catalyst in realizing the company’s objectives, growth and development.

Work Experience – United Arab Emirates (Dubai)

Corporate Affairs | Administration Supervisor

OBAYASHI CORP. – KAJIMA CORP. – YAPI MERKEZI 
Japan Turkey Metro Joint Venture - Dubai Metro Project 
September 16, 2006 to present

Currently employed as Corporate Affairs | Administration Supervisor (CA/Admin) for the Dubai Metro Project; a national infrastructure development that aims to reduce traffic congestion within Dubai and to integrate the transportation system as part of Dubai’s Strategic Plan 2007 – 2015.

As CA/Admin Supervisor, I’ am responsible in corporate communications, administration and information management about the Dubai Metro Project. The post require close interaction, coordination and delivery of all tasks (below) based on the provisions of the project’s contractual requirement and the need of information of the Roads and Transport Authority – Marketing and Corporate Communications (MCC) to carry out their marketing and corporate campaigns for the Dubai Metro Project.

Areas of responsibilities:

Corporate Communications

· Coordinates with the client (RTA) to ensure that all requirements of project launches, project milestones presentations and official site visits of Sheikhs and Diplomats site visits are met.
· Handles inquiries from the international business community on the project to ensure correct project information are provided.
· Provides coordination, communication and interaction with the different departments of the consortium, private and public companies for project information, press releases, public notifications through personal visits and other required related corporate affairs and public relations of the project.

· Monitors the project’s legal cases in the best interest of the company.

· Handles sensitive and confidential matters in the company for proper course of action with the instruction of the Top Management (Directors) and Senior Manager/s concerned.
· Conducts construction progress inspection report (video and photo) to ensure project milestones are presented to the RTA every month.
Administration

· Regulates operational and clerical work of the staffs to ensure quality of work is delivered.
· Administers office policies and procedures to ensure that it is being followed and implemented.

· Creates effective office system to ensure daily office operation.

· Supervise office purchases as required to ensure maintenance, supply and payments to suppliers are updated.

· Administers the disposal and selling of the company’s assets (Material Control Section).

· Supervise renewal of plot contracts used for the project ensuring all contracts are renewed.
· General administration of fleet management ensuring (650) company vehicle maintenance, drivers, SALIK and EPPCO payments are taken care of.

· Handles large amounts of cash on a regular basis to redeem the company's vehicle related transactions with the Dubai Roads and Transport Authority (RTA).
· Controls Salik and petrol card (prepared monthly account report as per our actual record with RTA and petrol supplier).

· Settles the company’s account of Salik with a monthly average of AED 100,000.00
· Settles the company’s account of petrol with a monthly average of AED 500,000.00
· Handles bills of vehicle maintenance with a monthly average of AED 50,000.00 for 650 vehicles.
Work Experience – Philippines

Segment Producer
ABS-CBN BROADCASTING CORPORATION

January 17, 2000 – August 17, 2006

Areas of responsibilities: 
· Produces video materials (tapings, shootings and editing) for events, shows and TV Specials. 

· Manages schedules and appointments of the international artists during the stay in the country. Responsible for artist’s duties and commitments as stated in the contract.

· Decides on occurring situations, invitations and commitments for the artists.

· Deals and handles sponsors, clients and advertisers in behalf of the station for shows, events and TV specials. Facilitates exchange deals and provides production requirements.

· Supervises and secures the implementation of the signed contract between the station and the advertisers.
Legislative Officer 1

GOVERNMENT OF THE PHILIPPINES – MALABON CITY

July 1998 – June 2000

Areas of responsibilities: 

· Performs research and implementation of approved city programs in support of the functions of the city councilor.
· Assists in the preparation of proposed resolution and ordinances before the formal session.
· Represent and act in behalf of the city councilor in implementing and launching of city government projects.
Education
Certified Business Administration (CBA)

Blue Ocean Academy
UAE Ministry of Education

(Course completion on March 2012)
Bachelor of Arts Major in Mass Communication

St. Paul University (formerly St. Paul College of Quezon City)

April 1998

Skills

· Proficient in MS Office (Word, Excel, Power Point, Outlook), Adobe Acrobat Professional.

· Online documentation (Aconex)

· Fluent in English.

· Excellent negotiating ability and management skills.

· Ability to handle multiple tasks, time management.

· Comprehensive indexing and cataloging records.

· Familiar with video transfer and editing facilities.
