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Summary of Qualification:
· More than 6 years experience being an administrator, document controller and office coordinator. 
· Computer literate, routine secretarial, clerical skills and administrative support 
· Ability to compose letter and memos 
· Effectively organize and maintain filing system and post bookkeeping information 
· Reliable, efficient and adaptable; can work under pressure 
· Effectively handle and manage confidential and sensitive information. 
Key Skills and Competencies:
· Proficient in MS Word, Excel, Power Point, Outlook, Lotus Mail 
· Knowledge on EDMS (BIW System and Aconex, TATSH (healthcare operational software) 
· Ability to evaluate, prioritize, organize and delegate work schedules. 
· Able to do spreadsheet with formula. 
· Proficient in Oral and Written Communication 
· Organized approach and excellent time management skills. 
· Team work: able to lead by example 
· Attention to detail 
Professional Experience:
Office Administrator / Document Controller
October 2010 till April 02,2015
Rafael Vinoly Architects LLC
Abu Dhabi, UAE
Duties and Responsibilites as an Office Administrator
· Answering incoming calls in a professional manner. 
· Provides the first line interface with other department/subsidiaries on all routine matters 
· Planning, organizing and providing leadership and controlling all administrative functions 
· Ensure that proper approvals (government authorities) and documentations are in place and records HR documents for monitoring purposes. 
· Assist in preparing professional documents (letters, memos, etc.), monitoring Project Managers schedule. 
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· Maintain internal procedures to ensure consistent performance of routine tasks and duties assigned. Compose correspondence / reports for own or manager's signature and final disposal. 
· Sourcing candidates C.V’s from various job boards or other media sources. 
· Arranging interviews and confirming interviews by email. 
· Provide Assistance for all employees with regards to their employment. 
· Coordinating and communicating activities for the Office, including all employee events 
· Maintain files and papers of a highly confidential nature and exercise the highest integrity in maintaining discretion. 
· Updating databases with confidential and relevant information. 
· Carry-out other secretarial duties such as preparing bookings, leave/duty forms, and timesheets. 
· Maintaining suitable and sufficient office stationary levels, preparing requisitions and purchase orders as necessary. 
· Following standardized company procedures relating to all aspects of Office performance. 
Duties and Responsibilities as a Document Controller:
· Create and maintain tracker for drawing approval process and technical submittals. 
· Prepare, log and distribute all outgoing transmittals. 
· Receiving all the documents and submittals from the Contractor (RFI, Shop Drawings, Material Submittals Document Submittals, IRFs etc.) 
· Logging all the submittals and documents received from the Contractor 
· Distributing all the submittals to the concerned Consultant for their comments 
· Updating the Log Sheets of the submittals, RFI, IRFs 
· Preparing and monitoring Pending Submittal List 
· Responding to all documents issued for response 
· Preparing Document Control’sweekly and monthly report 
· Uploading and downloading all the shop drawings (using BIW / Aconex System) 
· Maintain electronic registers for Letters, MoM, Memos, NCRs, RFIs, DCR’s, Reports, Transmittals, Drawings, Safety & Quality related documents, IRFs and submittals. 
· Maintain central filing of all project documentation. 
· Using document numbering system for maintaining the documents. 
· Follow up with vendors / consultants about whether the emailed file has been received and notify them of any delay in response time. 
· Record keeping of received and sent letters to the various consultants and other contractors. 
· Assist PM in preparation of weekly and monthly CA reports. 
· Ensuring all documents are as up to date as possible within electronic filing systems. 
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Senior Department Coordinator (Claims Processing Unit)
January 2005 till October 2010
NAS Administration Services LLC
Abu Dhabi, UAE
Duties and Responsibilities:
· Responsible for all received medical claims from preferred healthcare providers. 
· Monitoring and maintaining the claims processing and adjudicating cycle in NAS operational software system as per the defined terms and policy of the organization 
· Authenticated the information on all medical claims received 
· Answered inquiries from providers on the subject of claim, eligibility, covered benefits and approval status issues 
· Reviewed and made sure that there is no omitted information 
· Kept thorough records of claims and followed up on dropped cases 
· Entering and processing claims in NAS operational software system as per the terms and policy of the organization. 
· Read and assessed medical documents. 
· Managed and processed insurance claims 
· Documented all activities through CRM 
· Taking a lead role in assuring that the assigned tasks to the team are completed within the allocated time frame. 
· Ensures the proper communication and implementation of new formats, training and processing rules. 
· Taking initiatives to maximize team efficiency. 
· Receive and receipt cash items and third party reimbursements 
· Balance daily batches and report; prepare reports and statistics. 
· Perform a variety of general clerical duties, including telephone reception, mail distribution, and other routine functions. 
Educational Background
University of La Salette
Santiago City, Philippines
Bachelor of Arts Major in Economics
1998 -2002
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	Personal Information
	

	Date of Birth
	:
	January 10, 1982

	Civil Status
	:
	Married

	Citizenship
	:
	Filipino

	Language Spoken
	:
	English and Tagalog

	Visa Status
	:
	Husband Visa

	Availability
	:
	Immediate


***with valid UAE driving license
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