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BRIEF SUMMARY
· Twelve (12) years of productive experience in Administrative Field and Controlling Documents, with ability to prioritize task and capacity to think independently. 

· Excellent in English written and verbal communication. 

· Proficient in Microsoft Package and Internet Applications. 

· Able to present professional and pleasant manner at all times. Capable of respecting and maintaining confidentiality. 

· Flexible to respond to unanticipated needs of Executive Director and colleagues and most of all dedicated and focus.
WORK EXPERIENCE

1. Al Ghurair Construction Foundation
Dubai, UAE
Document Controller

May 2014 to present
· Prepare Daily Progress Report.   Collect required information from Site Engineer / QC Engineer.  
· Prepare IR/MIR as per requirement of QA/QC Engineer and submit to main contractor.
· Prepare and submit submittals and letters as per requirement from PM & QA/QC Engineer.
· Scan and send incoming letters and transmittal notes received from main contractor and mail to all concerned and keep the scanned copy in computer. Also update the file index sheet of Incoming & Outgoing letters.

· Update the all submittal log regularly.
· Prepare weekly and monthly progress report as per details received from the planning department.
· Keep all soft copies of drawings submitted.
· Ask for soft copies of Approved /Commented Shop Drawings from ATC whenever we receive the transmittal and keep in computer
2. Societe d’ Enterprise de Gestion Qatar
Doha, Qatar
Document Controller
June 2009 to May 2014
Job Description: 


· Handled follow-up the telecommunication incoming and outgoing calls.
· Communicate and follow-up with other department for handle and solve emergency and  daily  routine issues
· Handle  enquires  filling task, preparing paper works

· Performs edits on documents
· Prepares documents early
· Managed incoming/outgoing project documents
· Keeps tracks of all records
· Prepare RFI’s
· Prepare Material Submittals
· Prepare Material Requisition
· Follow-ups suppliers
· Prepare payroll for subcontractors.
· Prepare gate pass for staffs and subcontractors.
· Perform other tasks assigned by the supervisor.
·  Manage day to day activities.
3. Provincial Social Welfare and  Development Office

Provincial Government of Southern Leyte, Maasin, So. Leyte Philippines

ICT Trainer/Houseparent

October 2005 to February 2009

Job Description: 


· Center Head of the Information and Communication Technology Center.
· Act as coordinator to Local Government Units and Non-Government Organizations on ICT concerns.
· Trainer on SCALA Program for Out-of School Youths.

· Teach them in the application of the Microsoft Word, Microsoft Excel and Microsoft PowerPoint.
· Provides substitute parenting by looking after the physical day to day of the child/client
· Ensure that the child/client feels accepted and welcome in the center where he/she temporarily   sheltered

· Observe behavioral attitude of the child/client and make reports to the Social Worker.

· Undertake homo management and housekeeping activities.
· Records/log important events of clients.

· Prepare vouchers of the clients.
· Book keeps financial matter and keeps official files of the center.
· Conduct periodic inventory of supplies, tools and equipment of the center.
· Perform other tasks assigned by the supervisor.
· Manage day to day activities.

4. Provincial Administrator’s Office

Provincial Government of Southern Leyte, Maasin City, So. Leyte, Philippines
Administrative Staff
May 2002 to October 2005

Job Description: 


· Handled follow-up  the telecommunication incoming  and outgoing calls and attending    visitors   
· Communicate and follow-up with other department for handle and solve emergency and  daily  routine issues
· Handle  enquires  filling task, preparing paper work

· Takes meeting and conferences notes and prepares conclusions reports
· Perform other tasks assigned by the supervisor.
· Manage day to day activities.
5. Department of Public Works and Highways
Provincial Office, Maasin City, So. Leyte, Philippines

Storekeeper
September 2001 to May 2002

 Job Description:
· Oversee the receipts

· Performs a range of storekeeper assignments
· Do requisitioning and disbursement of supplies and materials
· Inspects items, as to quality and quantity against freight documents
· Counts, weights and measures goods received or issued
· Unpacks incoming goods and wraps and packs outgoing goods.
· Dispenses items and posts amounts of items to inventory control cards or automated systems.

· May enter data and edit stock orders in a computerized inventory system, if available.

· Participates in physical inventories by counting stock.
· Cleans work area.

· Performs related work appropriate to the classification as assigned.
6.  Department of Public Works and Highways

Provincial Office, Maasin City, So. Leyte, Philippines

Project Secretary
September 1999 to August 2001

Job Description: 

· Sends and receives fax messages
· Serves as telephone operator.
· Takes charge of emails, computer and internet activities
· Ensures that documentation is prepared and distributed at appropriate times for general meeting

· Coordinates office activities and committee meetings.
· Maintains calendar, schedules appointments and meeting rooms.
· Makes travel and accommodation arrangements.
· Locates and compiles information and formats reports, graphs, tables, records and other sources of information.

· Opens sorts and screen mails.
· Maintains records through retrieval, retention, storage, compilation, coding, updating and destruction.
· Does filing of all incoming and outgoing correspondences and their attachments. 
· Coordinates daily operation and handles office tasks such as preparation of   correspondence and file management.
7. EASTERN VISAYAS TELEPHONE COMPANY

EVTELCO Maasin Branch, Maasin City, So. Leyte, Philippines

Sales Representative
November 1997 to July 1999

Job Description: 

· Receives customer calls and fax and acknowledge their orders
· Creates manuals and transparencies
· Works on all kinds of typing support
· Records all daily activities for typing and accomplishments
· Validates order Status of the customers   
· Coordinates  and manages multiple priorities and task
EDUCATIONAL ATTAINMENT

   

October 1997


Bachelor of Science in Commerce




                                                Major in Management


Nationality      

Filipino

Birth Date     
   
October 23, 1975


Computer Skills     
  
MS Office (Word, Excel, Power point…) Internet Explorer


Languages       

English, Filipino

