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	SUMMARY OF QUALIFICATIONS
	· Strong leadership and management skills
	· Excellent research and well-developed interpersonal skills

	
	· Demonstrated expertise in data entry, multi-line telephone systems
	· Comfortable working in a fast-paced environment

	
	· Ambitious and goal-oriented
	· Work effectively with diverse group of people

	
	· Highly motivated and proactive, effective at human relations
	· Quick learner.  Adapting well to new programs

	
	· Able to multi-task effectively
	


	PROFESSIONAL EXPERIENCE
	Site Coordinator
Administration Section
2013 - Present
Target Engineering Construction Co.
Subsidiary of Arabtec Holding

Abu Dhabi, United Arab Emirates

	· Acting as Company representative for Borouge project, call-out manpower supply for emergencies at Ruwais site and other matters related to Contract implementation
· Preparing of timesheets of personnel on client agreed forms
· Arranging for all temporary and permanent gate passes for manpower and takes timely action for its renewal

· Ensuring that all invoices and time sheets are submitted as per area and discipline codes
· Handling of salary adjustments and disputes of employees and takes appropriate actions as necessary
· Assign in getting the approval of Leave Application and Short Leave of staff and labor from Project Manager and forward to Head Office for processing
· Acquiring request for documents of employees like passport, salary certificate, employment letter and contract for various purposes
· Monitoring of Transfer form of employees to/from Head Office and other sites
· Completing the HR Resolution Report for those who will resign, request for salary increase and other concerns and ask from their department head for performance rating for evaluation 
· Distributing the Emirates ID, Labor Card and ATM cards 
· Updating and revising CV of employees as per company standard format
· Processed vacation requests, exit/re-entry visa applications and flight reservations for all employees for Shaybah site and requested for their transportation and accommodation in Jubail 
· Authorized to reserve flight bookings to/from Aramco Shaybah Airport for Samsung staff
· Assigned in the request for temporary access and permanent ID using the software of Aramco for all the employees of Samsung and sub-contractors for them to be able to enter and work inside the plants
· Issued petrol receipts on a daily basis for all the vehicles of Samsung and sub-contractors
· Prepared payroll of staff and workers including the time sheet of rental employees
· Maintained 201 files



	
	
	

	
	HR Administrator

Administration Section

2011 - 2012


	

	
	Samsung Engineering Saudi Arabia

(Shaybah Natural Gas Liquid 4 Project – Saudi Aramco)

Shaybah, Kingdom of Saudi Arabia


	

	
	
	

	
	
	

	
	Admin Assistant
	· Performed payroll and data entry of more than 900 staff and workers

· Maintained records and filing system for payroll section in a confidential manner

· Provided high-level of administrative support such as preparing correspondence and memos distributed in the office and job site
· Made travel arrangements for executives and workers

· Executed general office duties like ordering supplies within the budget guidelines 
· Organized incoming and outgoing email of Administration Department
· Supervised and trained other clerical staff

· Interpreted administrative policies and procedures for employees

· Negotiated with individuals on work-related issues on behalf of management



	
	Administration Section
	

	
	2009 – 2010
	

	
	
	

	
	Sungchang Engineering & Construction Company Limited

(Independent Water & Power Plant)
	

	
	Ras Laffan, Qatar


	

	
	Secretary 
	· Produced and maintained progress report status on test packages to engineers

· Updated data management system for Punch List on a daily basis and worked in strict cooperation with project engineers to ensure that everything is approved by client’s assigned engineers, JGC engineers and sub-contractors

· Managed the details of travel arrangements / hotel accommodations of managers and staff 

· Converted DVD files to VCD/MPEG format (Bore scope) 

· Authorized to access in Technical Memorandum database and updated status report to managers

· Coordinated corporate meetings with client and sub-contractors

· Prepared test packages and submitted to client for final checking

· Assigned to forward air courier / freight orders headquarters in Japan

· Handled requisitioning of supplies

· Maintained attendance records of section personnel  

· Filed and retrieved documents, records and reports

· Assisted in the preparation of reports and materials of other departments

· Provided back-up for important and confidential files

· Issued documents and drawings to client and sub-contractors




	
	Field Engineering Section
	

	
	2007 – 2008
	

	
	
	

	
	JGC Corporation

(Rabigh Olefin Plants Project-     Saudi Aramco & Sumitomo)
Rabigh, Kingdom of Saudi Arabia
	

	
	
	


	
	Secretary cum Sales Coordinator
	· Drafted business correspondences, internal memorandum and confidential letters to the Chairman and Managing Director

· Checked and distributed incoming fax and e-mail messages to respective officers and staff

· Authorized to send outgoing fax and e-mail messages to clients that need urgent response in the absence of the Operations Manager

· Assigned to check monthly time card of staff for tardiness and absences and reported to Administration Department for proper disciplinary action

· Initiated virus cleaning of all computers every week

· Entrusted in delivering cash payroll to 200 employees

· Supervised and coordinated events and club membership for staff

· Handled incoming calls and greeted visitors in a professional and friendly manner

· Maintained and updated filing system for Finance and Engineering Departments

· Procured all office supplies and equipment

· Served as Vendor Representative for Saudi Aramco (Catalyst Division): Coordinated with supplier based in Denmark; prepared quotations and handled import documentation of catalysts

· Assisted in-house architects, engineers and CAD operators with our clients from our numerous large and prestigious projects like SABIC Industries, Arabian Pipes Company, Arabian Gulf Construction/SHARQ/Foster Wheeler, ABRAJ, Arabian Chlorine Company, Basic Chemicals & National Company, Hadeed, Ibn Zahr, National Titanium Dioxide Company, Olayan, Al-Rajhi Steel, Saudi Formaldehyde Chemical Company, Arab Paper Manufacturing Co. (WARAQ), Middle East Battery, Qanbar Dywidag, Al-Gosaibi, Saudi Fisheries, El-Salama Radiator Factory, Al-Majdouie, Al-Muhaidib & Sons and Government projects like Ministry of Water & Sewerage and KFUPM

	
	Finance and Engineering Departments
	

	
	2003 – 2006
	

	
	
	

	
	Saudi Designers Engineering Consultants
	

	
	Dammam, Kingdom of Saudi Arabia


	


	
	Club Administrator
	· Handled large volume of affluent club members
· Balanced daily income

· Maintained membership database billing system

· Solved billing / record discrepancies

· Prepared payroll of staff

· Monitored reception administrative process as well as some reception duties 



	
	2002 - 2003
	

	
	
	

	
	Fitness First Health Club
	

	
	Manila, Philippines
	


	
	Junior Accounting Assistant
	· Batched and vouched bank documents on a daily basis and adjusted any discrepancy

· Reviewed checks for clearing

· Balanced ATM cash dispensed with cash balance reports

· Checked and reported balances of passbook against report on deposits with depository banks

· Reviewed trail Statement of Condition (SOC): $ and PHP.  Appropriate action is undertaken in case of unbalanced SOC

· Performed periodic and monthly reports such as:  Foreign Exchange Report, Reconciliation reports, Exception, ADB, Central Bank of the Philippines reports (withholding tax, sizing of accounts, etc.)

· Assisted general service section in answering queries & complaints

· Kept financial records in hard copies and diskettes

	
	1997 - 2002
	

	
	
	

	
	Banco de Oro – Universal Bank
	

	
	Manila, Philippines
	


	EDUCATION
	BACHELOR OF SCIENCE IN COMMERCE, MAJOR IN FINANCE

UAE Attested Degree
	2002

	
	Far Eastern University, Manila, Philippines
	


	TRAINING/

SEMINAR
	35th Productivity Through Effective Supervision
University of the Philippines – Institute for Small Scale Industries

E. Virata Hall, U.P. Campus, Diliman, Quezon City, Philippines

Legal Seminar – Employment Laws in the UAE

Philippine Embassy, Abu Dhabi, United Arab Emirates
	Oct. 16 – Nov. 6, 2010
Nov. 28, 2014

	
	
	


	PERSONAL INFORMATION
	Age
	:
	39

	
	Marital Status
	:
	Single

	
	Religion
	:
	Roman Catholic

	
	Height
	:
	181 cm.

	
	Weight
	:
	81 kg.

	
	Nationality

 
	:


	Filipino
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