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Objective:
My career goal is to serve w/ outmost loyalty & honesty for the general welfare of the company. To work hard beyond expectation not only for the management but with the colleagues as well.
*Summary of Qualifications:
· Has self-motivation and attentive to work. 
· Confident, patient, highly initiative, motivated and cooperative. 
· Equipped in performing a variety of administrative works & staff support duties for a specified department. 
· Excellent verbal and written communication skills. 
· In depth receptionist skills. 
· Effective and flexible in dealing with different people. 
· Remarkable ability to communicate effectively, both orally and in writing. 
· Excellent coordinating skills. 
· Excellent ability to make administrative/procedural decisions & judgements. 
· Able to multi-task effectively & prioritize demanding workflow. 
· Effective & flexible in dealing with different people. 
· Proven ability to work cooperatively with all levels of staff.  Computer literate. 
*Educational Background:
Bachelor of Science in Elementary Education
Central Luzon State University
Munoz Science City, Nueva Ecija
Philippines
Year 1996 – 2000
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*Examination:
Licensure Examination for Teachers (LET)
November 28, 2000 – Philippine Regulation Commission
PRC License No. 0686073
*Employment History:
DNV GL.
P.O. Box 36941 Abu Dbai UAE
Position: Coordinator/ Secretary
June, 2013 – Feb 2015
Job Responsibilities:
· Day to day management of inspections through effective communication and utilization of group resources. 
· Review and timely submission of certificates & reports to client. 
· Submission and follow-up of invoices with client 
· Responsible to be aware of the Contract Agreement and/or Service Order in all projects handled. To be familiar with requirements such as scope of work, terms and conditions etc. 
· Reviewing all Inspection Notification (IN) and/or Request for Inspections (RFI) received from the Client and to ensure that necessary documents are available prior to proceed with the inspections 
· Responsible for the distribution of all updated inspection document package to all concerned inspection Offices / inspector s to ensure that all necessary reference for inspections are in place 
· Issuance of Work Order to all inspection office worldwide where Commercial & Technical requirements are clearly defined 
· Submission of all deliverable to clients such as Inspection Report, Certificates, attested 
MTC’s/Test reports etc. 
· Administrative works such as: Maintaining document register for all submitted reports such as Inspection Reports, Minutes of PIM, Expediting Reports, Release Notes certificates and NCR’s, checking of submitted time sheets against the submitted reports; preparation of invoices to be issued to client against the submitted reports / certificates and time sheets. 
· Preparing and submission of weekly and monthly report to line manager 
3
Velosi Certification L.L.C.
P.O. Box 3408 Doha, Qatar
Position: Executive Secretary / Receptionist
October 2, 2007 – Feb 2013
Job Responsibilities:
· Set up & maintain paper & electronics files & record keeping systems. 
· Manage general administrative activities such as collating documents, filing contracts & maintaining logs. 
· Receives incoming mail, logs & distributes to appropriate individuals arranges couriers mails & shipments. 
· Provide word processing & secretarial support. 
· Re-direct calls as appropriate & take adequate messages when required. 
· Meet & greet clients & visitors & Scheduling of appointment 
	 Involved in general company invoicing / petty cash for contract
	In charge

	of the contract filings & updating the end date for renewal.
	


· Responsible for handling the list of upcoming inquiries as well as generating proposal trackers & work order. 
· Providing the pre-qualification documents of the company for clients. 
· Assigned to work also in preparing the documents needed for tenders. 
· Updating clients for upcoming trainings & programs of the company. 
· Responsible for the preparations of certificates & I.D. cards as per the trainings in the Quality Management System department. 
· Keeping track of general logistics for special occasions. 
· Performs general administrative duties. 
· Handle ticketing & booking of the staff while the admin assistant is on vacation. 
· Preparing the LPO (Local Purchase Order) for the issued tickets. 
· Encode the employee name & booking details as per leave form, new mobilization, demobilization & urgent booking. 
· Encoding the tickets for cancellation & refund list. 
· Do the Hotel booking of the bosses for a few days business trip. 
· Weekly discussions with the Admin Manager & Project Manager regarding the upcoming schedules. 
· Ticketing of all company personnel’s for leave, shift rotation etc. 
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GLOBAL ACADEMY INTERNATIONAL
Doha, Qatar
Position: Document controller
December 2005 – August 2007
· Assists the Engineers in preparing and maintaining all contracts related correspondence and instructions to Contractors for material, manpower and additional services. Distributes correspondence to concerned personnel for follow-up action. 
· Regular updates and maintain records of all contractors i.e. invoice register, manpower list etc. Provide periodical reports on contractor-wise invoicing and actual expenses on the Provisional Sum in the contracts. 
· Follow-up with Contractors to report Incident Report/Near Misses to achieve yearly target. Follows-up with contractors at site to get weekly and monthly safety and provides input for departmental reports and monthly report. 
· Maintain files on copies of all contracts and service orders and related correspondence. Prepare routine follow-up correspondence and present to his superior for review/approvals. Follows-up with contractors for mobilization, de-mobilization of manpower and also prepare confirmatory instruction letters in these regard. 
· Maintains records of contract warranty periods, retention monies and informs superior in time to issue completion certificates. Keeps track of mobilization of contractors’ personnel, informs HSE Dept. for entry and safety induction training, de-mobilization after work completion. Maintains confidentiality of all contract related activities. 
FTC FUNDS
Nueva Ecija, Philippines
Position: Administrative Staff
December 2003 – October 2005
· Coordinate daily operations & handle office tasks such as correspondence, planning luncheons, committee minutes & files management, report preparation to include word processing, documentation & database administration. 
· Duties include those described for administrative assistance. 
· Also may assist other administrative staff w/ overflow work, including word processing, data entry & internet research tasks. 
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SAN JOSE CITIZEN SCHOOL
Nueva Ecija, Philippines
Position: Primary School Teacher
July 2001 – November 2003
· Teach the High Standard way of learning. Explain properly the subject & manage to develop creativity in constructing instructional materials for impressive learning. 
CENTRAL LUZON STATE UNIVERSITY
Office of Alumni Affairs Nueva Ecija, Philippines
Position: Student Aide
June 1999 – March 2000
· Assist directors in all phases of Alumni activities, particularly in publicity. This included writing news releases, radio public service announcements, & other required items and also assist student alumni recruitment efforts. Increased awareness among students of alumni achievements. 
*SKILLS & ABILITIES:
Computer Skills: Microsoft Word, Excel & Power Point applications
*PERSONAL DATA:
Date of Birth:
October 01,
Place of Birth:
San Jose City, Nueva Ecija – Philippines
Civil Status:
Married
Religion:
Roman Catholic
Nationality:
Filipino
Gender:
Female
Visa Status:
Residence visa (husband sponsorship)
Character Reference Available Upon Request:
I hereby certify that this resume has been made in good faith, and the given information is true and correct to the best of my knowledge.
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