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Job Objective:
To secure a position with a well establish organization and a stable environment that will utilize my knowledge and experience that lead to a lasting relationship in the field of Office Administrator/ Executive Secretary.
PROFILE:  
· Eighteen (18) years of experience providing top-notch support to directors and managers

· Adeptly handle administrative matters including screening calls, managing calendars, planning meetings, making travel arrangements, performing general task including filing and organizing offices  for efficiency.
· Adept at using fax machines, photocopiers, video conferencing, projectors and other office tools.
· Effective verbal and communication skills
· Efficient, flexible and can work under minimum supervision, trainable, meticulous and goal oriented.
· In-depth knowledge of computers; calendaring programs including Microsoft Office Suite and SAP.
· Exceptional time management and problem solving-skills.
· Able to work with associates, vendors and clients capably and customer-friendly way.
· Well-verse in arranging meetings and taking minutes of meeting.
· Dedicated and careful: High level of correctness and strong attention to detail.

· Fluent in English, Filipino and German Basic
· Typing Speed – 50 wpm
Work Experiences:
ENERGY LTD Supply to RasGas HQ        
November 1, 2013– November 01, 2014
RASGAS HQ Doha, Qatar 

Administrative Technical Assistant – (Contracts Dept. and Business Optimization Dept.)
Main Responsibilities:
· Reporting to the Head of Contracts and Head of Business Optimization

· Accomplished to verify and approve payments to vendors as per Memorandum of Agreement and ensure that all payments has supporting documents.
· Ensure controlled documents are suitably handled to guarantee confidentiality; closed/inactive files are archived in compliance with Rasgas Documents and Standard Guidelines
· Process service entry sheet which entails proper allocation cost in SAP system per project and period scrutinizing the back-up documents.
· Accomplished to generate and monitor field service tickets to validate and ensure no duplicate FST has been processed and updates the data base.
· Experience in SharePoint environment which includes Project Dashboard of RasGas Portal.
· Serves as focal point for the project related incoming/outgoing correspondence/ technical documentation including receipt/recording/distribution to third parties (as required) and follow up.
· Performs other routine clerical/secretarial (attend to visitors, telephone calls, filing, printing/scanning, mail/correspondence and like duties as assigned.
· Accomplished to resolves and accommodates issues raised by other Departments/Groups related to Inventory of Desktop and Laptops.
· Prepares Quarterly, Monthly and Weekly Report and take minutes of meeting. 

· Prepares in organizing for the logistics of trainings handled by the department team huddles. 

· Requisition supplies, printing, maintenance and other services
· Liaising with Legal departments, Finance departments and auditors.
· Perform Adhoc Roles
WORLEYPARSONS RESOURCES AND ENERGY                              
September 16, 2012 – October 31, 2013
Al Mana Towers, Doha Qatar P.O. Box 18130

Project Secretary  cum Document Controller  (Main office)
· Liase with project manager, procurement manager and engineering staff to obtain information for special projects.
· Source internal and external documents.

· Maintain confidential records and filing of reports, correspondence, statistics and related material for ease of retrieval.

· Arrange appointments and taking minutes of meeting, preparing and distributing.

· Use automated office systems to facilitate project research and meet work deadlines.

· Develop sound knowledge of company policies and standards and the senior project engineer’s job function to provide information, ideas and support on matters of concern to the senior project engineer.

· Provide technical assistance to the Project Engineers, Discipline Engineers.
· Procurement Assistant

· Arrange travel and accommodation documentation.
HALCROW C. E & A LTD. – CH2M HILL

May 27, 2007- Sept 13, 2012
Office Administrator / HR Admin Assistant (Main Office)
· Reporting to the Country Director & Office Manager

· Handling reception duties such as phone call inquiries, customer service incoming/outgoing faxes, mails and couriers. 

· Responsible for hotel bookings, car hires and flight bookings
· Back up of Accounts preparing payment vouchers, preparing invoices raise to clients and sub-consultants.
· Back up of Document Controller if on leave assisting both incoming & outgoing documents.
· Constructs and finalize letters and correspondence for salary certificates, opening bank account, liquor licensure, employment certificates, etc.

· Receives/register incoming correspondence from clients and forwards it to the designated Project managers.

· Requisitions of supplies, printing, maintenance and other services.

· Raising accounts receivable invoices and preparing invoices for payment.

· Processing accounts payable invoices

· Perform other odd task

ZUBLIN INTERNATIONAL QATAR (DEUTSCHE ENGINEERING CONST.)

February 21, 2006 – May 25, 2007
Executive Secretary (Main) /Site Secretary cum Document Controller (Project Site)
· Reporting to the Managing Director & Project Manager

· Attend duties such as phone call inquiries, customer service incoming/outgoing faxes, mails and couriers. 

· In-charge of hotel bookings, car hires and flight bookings
· Back up of  preparation of Bill of Quantities

· Update project files and drawings.
· Preparation of Letters of Intent and Purchase Orders to Subcontractors and Suppliers.

· Operates personal computer to discharge all functional duties including but not limited to correspondence, documents logs/data uploads/spreadsheets and Intranet applications.
EDUCATION:
University of San Carlos - Bachelor of Science in Business Administration (BSBA) - 1996
University of San Carlos (Girls high) – Secondary – 1992
Colegio Del Santo Nino – Intermediate – 1988
SEMINAR ATTENDED:
· SharePoint End-User training – RasGas In House training - dated March 2014, Qatar
· Safeguarding Rasgas Information – Safeguarding Training Certificate – dated Dec 2013, Qatar
· Cultural Awareness Training – dated October 2011, Qatar
· Training program of Sales representative of retail challenge – dated Feb 1999 Philippines

· Basic Marketing & Salesmanship Introduction to Advertising and Promotion – dated June 1996, Philippines

OTHER PERSONAL INFORMATION:

Visa Status:

Visit Visa
Birth date: 

May 15, 1975
Civil Status: 

Single
Citizenship:

Filipino

Religion:

Roman Catholic

Languages:

English, German (Basic) and Filipino
CHARACTER REFERENCES 
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