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__________________________________________________________
Profile Summary: Secretary / Office Administrator / Document Controller / HR Coordinator
Objective:
To be part of a progressive company where I can share my acquired skills, experiences and abilities.
Employment History:
Al Habtoor Leighton Group (October 5, 2008 - Present)
P.O. Box 320, Dubai, United Arab Emirates
Site Secretary for Interference Manager
Assigned at Site 283 Utility Plant & Distribution and East Midfield &
Perimeter Roads Construction – Abu Dhabi Airport
(February 16, 2014 – Present)
Abu Dhabi Airport, Abu Dhabi UAE
· Process and Issue Temporary and Permanent Pass for All Staff and Subcontractors. 
· Process vehicle pass for all Staff and Subcontractors. 
· Perform a series of secretarial functions for the different departments and provided additional services depending on the individual policies of the company. 
· Serve as the receiver of important and confidential mails, documents and ordered items delivered to the specific receiver accurately and on time 
· Maintain close supervision on the daily functions of the filing clerks, office boy and photocopying clerks, ensuring productivity and checking the quality of the output. 
· Conduct assessment and evaluation on a continuous basis regarding the performance of the filing clerks and aids in the process of promotion. 
· Maintain an effective medium of communication and close collaboration among the workers in the organization. 
· Maintain that the office equipments that are necessary for carrying out various daily tasks in the company are all in good condition and function effectively and sees to the replacement of these items as seen fit. 
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Site Secretary for Operations Manager / Document Controller
Assigned at Site 279 Al Bustan Complex
(October 17, 2009 – February 15, 2014)
29th Street, Airport Road, Abu Dhabi UAE
· Perform a series of secretarial functions for the different departments and provided additional services depending on the individual policies of the company. 
· Serve as the receiver of important and confidential mails, documents and ordered items delivered to the specific receiver accurately and on time 
· Maintain close supervision on the daily functions of the filing clerks, office boy and photocopying clerks, ensuring productivity and checking the quality of the output. 
· Conduct assessment and evaluation on a continuous basis regarding the performance of the filing clerks and aids in the process of promotion. 
· Maintain an effective medium of communication and close collaboration among the workers in the organization. 
· Maintain that the office equipments that are necessary for carrying out various daily tasks in the company are all in good condition and function effectively and sees to the replacement of these items as seen fit. 
Site Secretary for Operations Director
Assigned at Site P-135 Dubai Pearl Project
(October 5, 2008 – October 16, 2009)
Knowledge Village, Dubai UAE
· Arrange and coordinates Submittals to Clients and Consultants such as Technical Submittals, Transmittal Forms, Letters, Daily Reports, Non Conformance Reports, Request for information, Inspection Requests 
· Create memos and coordinates meeting schedules with the main office 
· Updates data base of all correspondence (incoming and outgoing) for easy monitoring 
· Supervise kitchen and cleaner staff 
· Make necessary arrangement such as hotel bookings and airplane tickets 
· Attends to other admin concerns directly related to Operations Director 
Jollibee Group of Companies - Greenwich Pizza
(March 17, 2003 - October 15, 2008)
Jollibee Plaza Building, Emerald Avenue, Ortigas Center, Pasig City, Philippines
HR Assistant/ Department Secretary
Assigned at Human Resources Department
(May 16, 2005 – October 1, 2008)
· Conduct interviews for Contractual and OJT Applicants 
· Process billings from suppliers 
· Prepares charging for stores related to attended workshop at Training 
· Review and process application for Kabalikat claims 
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· Prepares certificate of employments and temporary IDs for store crews and management trainees 
· Prepares Purchase Orders 
· Coordinates schedules for various meetings of HR Director 
· Orders food for the on-going sessions and trainings 
· Prepares monthly updates to Mancom 
· Participates in the preparation of main office events such as Christmas Parties, Main Office Updates, Service Awards, Sports Feast and Sales Rallies 
· Prepares Training Certificates 
· Attends to other HR concerns directly related to Human Resources Director. 
Design Assistant/ Secretary assigned at Construction & Design Depart.
(March 17, 2003 – May 15, 2005)
· Prepares and oversees transactions related to billings from suppliers 
· Prepares purchase orders 
· Prepares notice to proceed for the contractors 
· Coordinates various meetings related to design and planning 
· Taking minutes of the design section meetings 
· Responsible in the preparation of monthly expenses of design section 
· Attends to other admin concerns related to Design & Planning Manager 
Asian High-Technology Corporation (January 2 - March 14, 2003)
Guevent Building, 49 Libertad Street, Mandaluyong City, Philippines
Executive Secretary
· Handles administrative works 
· Schedule meetings 
· Attends to customer inquiries 
· Attends to other related tasks directly related to Vice President for Marketing 
Manila Cine-TV Equipment Co., Inc. (January 2, 2001 - December 27, 2002)
Suite 712, Pioneer Highlands (Globe Telecom Plaza) Mandaluyong City, Philippines
Executive Assistant / Receptionist
· Handles administrative works 
· Attends to customer inquiries, prepares sales invoices, purchase orders, and other related tasks directly related to Managing Director 
GE Lighting Philippines, Inc. (February 21 - November 15, 2000)
1873 P. Domingo St., Makati City, Philippines
ISO 9002 Admin Assistant / Documents Clerk assigned at Engineering
Department
· Consolidates ISO documents such as guidelines, policies, work instructions prior to release and other supporting documents related to ISO directly related to Engineering Manager 
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GE Lighting Philippines, Inc. (August 6, 1999 - February 20, 2000)
1873 P. Domingo St., Makati City, Philippines
Sales & Marketing Secretary assigned at Sales & Marketing Department
· Attends to customer phone calls and inquiries 
· Makes necessary arrangements for customer visits 
· Attends to other concerns directly related to Sales & Marketing Manager. 
SMART Communication Inc. (August 14, 1997 - January 14, 1998)
1st Flr., Rufino Tower, Ayala Ave., Makati City, Philippines
Customer Care Assistance Staff assigned at Customer Care Department
· Attends to phone calls and inquiries of customers regarding billings and other admin related problems 
· Makes surveys through phone regarding the service of the company. 
On-The Job Training:
Pilipinas Shell Petroleum Corporation (July 9 - November 10, 1998)
Pandacan Installation, Pandacan Manila, Philippines
Office Trainee assigned at ADMIN Department
· Handle phone call inquiries 
· Interview and assist OJT applicants 
· Work on other related job such as filing and encoding. 
Philippine General Hospital, Taft Avenue Manila (July - September 1997)
Medical Dictation and Transcription Trainee assigned at X-ray Department
· Handling x-ray records, make necessary filings and other admin related works. 
Social Security System – East Avenue, Quezon City, Philippines
Summer Job assigned at Treasury Department
(April – May 1997)
Office Trainee assigned at Real Estate Loans Accounting Department
(July – October 1996)
· Handling clerical works, phone calls and other admin related jobs. 
Manila City Hall, Lawton Manila, Philippines (April – May 1996)
Summer Job assigned at City Civil Registry
· Handling clerical works, phone calls and other admin related jobs. 
______________________________________________________________________________
Graduate School:
Masters in Business Administration – Partially Completed (27 units earned)
(October 2004 – May 2006)
Polytechnic University of the Philippines Sta. Mesa Manila, Philippines
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Degree:
Bachelor in Office Administration (May 1999)
Polytechnic University of the Philippines
Sta. Mesa Manila, Philippines
	Secondary
	:
	Pasay City North High School (formerly PAFCA) - 1995

	Primary
	:
	Villamor Air Base Elementary School - 1991


__________________________________________________________________
Government Examination Taken:
Civil Service Sub-Professional Examination – November 8, 1998
______________________________________________________________________________
Related and Special Skills:
· Over 10 years in the field of Secretarial and Public Relations, overall Office Administration, Purchasing, Sales and Marketing, Human Resources and Clerical and Filing skills 
· Has acquired relevant experience in the following industries: Construction, Manufacturing, Communications and Quick Service Restaurant 
· Well experienced in the following: computer software (Microsoft word, excel, power point, Aconex, ERP System, ACONEX & Wrench), Typing, Stenography and Business Machine Operations 
· Holding UAE Driving License 
______________________________________________________________________________
Seminars Attended:
Office Skills Enhancement for Secretaries (April 29, 2008), Crown Regency Hotel, Makati, Phils Communication Skills Enhancement for Secretaries (April 29, 2008), Crown Regency Hotel, Makati Philippines
The 7 Habits of Highly Effective People (August 9 – 11, 2005), Jollibee Center, Pasig City, Phils Hip Hot Kitchen (December 10, 2004), Jollibee Center, Pasig City, Philippines
Building Teams By John Maxwell, Francis Kong & Butch Jimenez (September 15, 2004), Araneta Center, Cubao Quezon City, Philippines
Moving Forward: Career Preparation for the next Millennium (February 26, 1999), PUP Main Job Opportunities; Job Success (February 9, 1999), PUP Main
Personality Development and Social Graces (September 5, 1999), PUP Main
Telephone Techniques as a Tool for Global Development (February 5, 1996), PUP Main
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