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	Summary


	Having 12 years of combined experiences in oil & gas and building construction involving environment, health and safety roles, project documentation, secretarial-related jobs, staff/personnel-supervision, office administration, and project management plus 11 years in the field of academe.

	Achievements

/Qualifications
	· 2.8 years as site manager assistant involving logistics, operations and maintenance, site camp management, office administration, project management, technical support and human resources.

· 8 years in oil and gas and construction documentation, clerical/secretarial and office-related functions.

· 3 years as safety inspector/officer in a combination of housekeeping and/or household safety supervision and construction industries in the similar role.

· Certificate in 48-Hour Occupational Safety and Health Manager Course.
· Certificate in 70-Hour Oil and Gas Safety and Health Train-The-Trainer Course
· 10-Hour Safety Training & Orientation on basic skills in effective safety operations in construction and general industry.
· Certificate in ACONEX Getting Started Training
· Familiar with logistics, engineering and construction safety (EH&S) operations.

· Have experience at supervisory and administrative levels.

· With excellent written and verbal communication skills in English.

· Computer literate with good skills in Microsoft Office (Word, Excel, Outlook, etc.).

· Diploma in Human Resources.

· Certificate in Fundamentals of Business Law.

· 30 units in Master of Arts in Educational Management.

	Personal
	Date of Birth:  January 9, 1970

Place of Birth:  Manaoag, Pangasinan, Philippines

Citizenship:  Filipino
Religion: Christian
Current Location:  Philippines

Availability: Immediately

	Work Experience
	Site Manager Assistant and Document Controller, October 20, 2014 – July 31, 2017

LafargeHolcim / SPIE Oil and Gas Services

· Maintains a long-term over-all project site program (calendar of activities) covering the logistics, financial, operation & maintenance aspects of site management.

· Oversees camp site accommodation and project management office.

· Oversees the staff and personnel mobilization, demobilization and movements as per project requirements.

· Coordinates with the HR Department regarding staff and contract issues, visa processing, health insurance, vacations and leaves.
· Maintains the Project’s Master Document Register in well-organized and systematic project documentations in accordance with the project requirements. 

· Collaborates with information technology experts to develop a document management system authorizing staff at different levels to access appropriate construction documents without going through the controller. 

· Performs various document control duties eg. classifying, sorting, archiving indexing and filing system, electronic transmission and retrieval of project document and files, design drawings, submittals and specifications. 

· Receives, registers, distributes and monitors incoming transmittals, submittals, project correspondences, project documents, design drawings, shop drawings & materials submittals, materials samples, as-built, O&M manuals. 

· Responsible for day-to-day Document Management workload.

· Prepares and disseminates letters, correspondences, memos, minutes of meetings and instructions;

· Carry out numerous function related to project documentation, receiving and distribution to all parties concerned.

· Functions as custodian of all complete project documents (drawings, communications, letters, supervision procedures, company manuals, profiles and standards, and all other documents).

Document Controller, October 23, 2008 – March 27, 2014

Saudi Diyar Consultants-Architects & Engineers

· Creating and maintaining a filing system that supports efficient information management, such centralized systematic information and documentation procedures within the control of the project site management.

· Collaborating with information technology experts to develop a system that authorizes staff at different levels to access appropriate construction documents without going through the controller. 

· Sending, receiving, monitoring and recording the process of incoming transmittal from contractor, subcontractor and others outside sources.

· Carry out numerous function related to project documentation, receiving and distribution to all parties concerned.
· Ensuring all records-management activities adhere to institutional policies and legal regulations.

· Preparing and editing paperworks for contract agreements, letters and correspondences.

· Performing various roles in project site supervision in the consultant’s side involving administration, supervision and clerical functions.
· Functioning as custodian of all complete project documents (drawings, communications, letters, supervision procedures, company manuals, profiles and standards, and all other documents) 
· Assisting the project Resident Engineer on project site management and supervision.
Safety Inspector, January 4, 2005 – December 31, 2007

Washington Group International (now URS Corporation)

Project: Middle East Construction Program (MECP) for Iraq and Afghanistan. It covers the reconstruction and rehabilitation of Iraq Military Schools and Facilities, Police Headquarters and Stations, the construction of Power and Water Supplies in Baghdad and neighboring provinces in the country of Iraq. 

· Responsible in the implementation of environmental, health and safety (EHS) guidelines and in the conduct of routine inspection procedures of the facilities and job-sites purposely to ensure that safety measures and rules are strictly followed. 

· Assist all facility departments in understanding job hazards and safety precautions that are significantly required by providing adequate information.

· Inspect the department/facilities to ensure the workplace meets the various safety requirements.

· Ensure that monthly inspection of fire extinguishers, exit lights and emergency lightings are carried out.

· Respond to reports of unsafe conditions (e.g. electrical hazards, loose stair tread, etc.) by requesting for immediate repairs or maintenance and follow-up to ensure they are safely fixed.

· Assist and work hand-in-hand with the contractor’s site safety engineer/safety officer during job-site inspections.

· Follow up on any deficiencies noted during job-site inspections, and ensure that they are corrected accordingly.

· Assist the EH&S manager in investigating all in-house and job-site accidents and prepare reports for incident/accident analysis, and ensure the completion of incident/accident report for the satisfaction of Safety Program requirements.

· Notify EH&S Department of critical accidents, unsafe conditions or work refusals.
Public High School Teacher, July 1993 – May 2004
Department of Education, Philippine Government

Generally, handled economics classes for high school students with the integration of values education in all levels of instructions. Duties and responsibilities include planning and implementing classroom instructions based on the criteria and guidelines prescribed by the Department of Education through the New Secondary Education Curriculum. 
· Prepares lesson plan and carry-out the same through appropriate classroom instructions.

· Assesses and evaluates students’ achievements against the desired learning objectives.

· Conducts diagnostic examinations to determine students’ strength and weaknesses.

· Maintains class records for performance assessment purposes.

· Accomplishes periodic forms and other school records in compliance with the school and curriculum requirements.

· Performs other related jobs for the upliftment of academic, moral and spiritual values of the students.

· Coordinates with the parents, Guidance Office and School Administration on all matters affecting students’ physiological and psychological welfare through the Parents-Teachers-Community Association (PTCA).

	Education


	Pangasinan State University, College of Education

Bachelor in Secondary Education Major in Social Science

March 31, 1991

	Online Courses
	· 70-Hr Oil and Gas Safety and Health Train-The-Trainer (On-line Studies), Alison, June 2017

· 48-Hr OSHA Manager Program (Online Course), OSHA Academy, Jan 2013

· Diploma in Human Resources (On-line Studies), Alison, June 2013
· Aconex, Getting Started Certificate (On-line Studies), ACONEX, November 2014

	Skills
	· Documentation: 12 years experiences both in logistics and project site constructions. Expert Level knowledge in Electronic Document Management System (EDMS), Entry Level in ACONEX.
· Computer: more than 12 years of continuous computer hands-on as required by the nature of previous job assignments; excellent skills in Adobe Acrobat and all MS Office applications (Word, Excel, PowerPoint, Outlook, Notes, Paint, etc.)
· Managerial: 2 years and 9 months experience as site manager assistant, 3 years in administrative support.

· Supervisory: more than 8 years in a profession involving personnel & staff supervision both in project site and administration office.

· Logistics: 3 years experiences in a hostile environment during the Operation Iraqi Freedom, 2 years and 6 months in project site construction.

· Safety: 3 years as safety officer.
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