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Objective:
To obtain a challenging position in a high quality organization where my resourceful experience and academic skills will add value to organizational operations.

Personal Information:
	
	Nationality
	:
	Filipino

	
	Sex
	:
	Female

	
	Age
	:
	35

	
	Address
	:  Davao City, Philippines

	
	Language
	: Filipino,  English

	
	Availability
	:  ASAP



Summary of Qualifications:
14 years in administrative work. 
3 years in CMS Administrator-Operator using ZENATOR software-for Commissioning Dossiers, punch items, check sheets and other archiving documents, 
1 year in MAINSIM software-for Maintenance Management system and 7 years in Documentations and Clerical works in Oil & Gas Industry. 
Excellent organizational skills and ability to prioritize and manage multiple deliverables in a paced environment contributing to the overall success of the department. 
Highly detail oriented with demonstrated organizational and time management skills and Electronic Document Management System. 
Advanced computer skills with proficiency in Microsoft products including Excel and MS Word, knowledgeable in software applications such as MAINSIM and ZENATOR. 
Ability to work independently and exercise good judgment. 
Ability to handle and communicate confidential and sensitive material appropriately. Highly developed leadership skills and an excellent team player. 
Able to work and interact well with people of higher authority. Has strong sense of responsibility and reliability. 
Artistic, organized and enthusiastic. 
Professional Experience:

SAIPEM ENI – Commissioning Administrator/Document Controller Oil & Gas Engineering, Procurement and Construction
Package 2 & 3 SHAH Gas Project ( AL HOSN ) Abu Dhabi, United Arab Emirates
(October 1, 2013 – November 19, 2015)
Reporting to Commissioning Manager 
MAINSIM software operator for maintenance management system. Organize and maintain electronic and paper files. 
Responsible for Deployment and Demobilization of Personnel. Manage communications for the office. 
Support to HR 
1
Radio ( walky talky ) and Ex-proof mobile phone custodian. 
Providing each Managers/Superintendents the Vacation Plan for each discipline to avoid overlap. Responsible for making timesheets of each labors on a monthly basis. 
Responsible for making timesheets of on leave Supervisor and Managers. 
Making sure that the documents for signatures such as, Leave Requests, Mobile, PC and other request are filled in accurately. 
Coordinates with HR regarding Supervisor and Manpower Concerns. 
Responsible for Leak Testing & Degreasing Activities worksheets that to be submitted to the Client. 
Coordinator between the management and the staff. 
Responsible for the requirements of each Discipline such as 
Responsible for all the office supplies and replenishing the stock as they run out. 
Coordinates the staff schedule and in charge of recording all employees’ time off and sick days. 
Provide secretarial or executive services for committees. Monitors office operations 
Perform other duties as assigned. 
PETROFAC – CMS ADMINISTRATOR/OPERATOR
Oil & Gas Engineering, Procurement and Construction NGL Train 4 Ruwais Project ( GASCO )
Abu Dhabi,  United Arab Emirates
(October 2010 – May 2013)
Responsible for the management and documentation process of mechanical completion, Pre-Commissioning and Commissioning activities for the project. 
Responsible for development and population of Completion Management System (Zenator Software ). 
Monitoring progress through (Zenator) software, Entry of Punch list to system during construction, pre-commissioning and commissioning period. Development and maintaining of Mechanical completion dossier. Assistance to certification engineer. 
Gathering of engineering drawings from different disciplines. Maintaining records of Latest revision of drawings 
Marking-up of drawings as per subsystem boundary. 
Population of Completion Management System Database. 
Development of Mechanical completion, Pre-commissioning and commissioning Dossiers Issuing of Check and Test sheet as per Completion Management System database. 
Issuing of Ready for Inspection notice. 
Entering of completed check sheet to the database and generation of daily/weekly reports. Issuing of Operational Test Procedure to commissioning team. 
Entering completed Punch items. 
Follow up of Completion handover Certificate 
Compile handover dossiers in formats agreed with client. Such as Electrical, Piping, Mechanical (Rotating & Static Equipment), Structural Steel, Civil & Instrumentation, Daily Weld Report etc. 
System Turnover package for customer to validate and sign off. Using P&ID’s, plot Layouts & other drawings & documents define the construction & commissioning deliverables in the form of Systems, Areas, Buildings & Modules. 
Coordinates the transfer of documentation between companies, vendors, and contractors according to Corporation standards and procedures. 
Maintain the incoming and outgoing documentation for Project Team Management (PMT) using the company procedures and systems, by manually and electronically. 
Consolidating and tracking the punch lists and Change Orders by coordinating each discipline (Civil, Mechanical, E&I and QC). 
TECNICAS REUNIDAS – OFFICE ADMINISTRATOR
Oil & Gas Engineering, Procurement and Construction Borouge 2 Project Ruwais Refinery Complex, ( BOROUGE ) Abu Dhabi, United Arab Emirates
(November 2008 – October 2010)
Duties and Responsibilities
Typing of correspondence/minutes of meeting/tender invitations. 
Monitor all managers meeting schedule and arrange schedule of meeting rooms. Taking dictations and give assistance to all staff and managers. 
Handles incoming and outgoing calls. Assist all clients/visitors. 
Reports any deficiency with regards to office equipments. Maintain systematic and orderly filing system. 
Assist in the preparation of transmittal of documents to various clients. Keep records as materials enter and leave the warehouse. 
Make sure that materials arrives in good condition 
Make sure that the entire delivery, not just part of it, arrives intact. Check each shipment against shipping invoices or bills of lading. 
Compiles and maintains records of quantity, type, and value of materials and equipment 
Keep inventory of materials, equipment or supplies in stock and posts totals to inventory records, manually or using computer. 
Receive and log the documents to and from Vendors/Subcontractors. 
External distribution of documents to Company shall be as per Project Document Distribution Matrix Distribute documents through Contractor Site Internal Distribution Matrix 
Maintain the master document lists such as transmittal & letter log sheet. 
Transfer the record book (vendor prints, etc.) to Central File as per the Project Close-out Reporting Procedure after close-out. 
Contractor Document Controller shall regularly follow up the status of documents. Document log sheet shall be published to concerned Comment Coordinator and SUBCONTRACTOR to expedite the review process. 
Control the latest version of technical documents to be effectively used. 
REBTECH ENTERPRISES – Office Administrator/Insurance Coordinator
Sub-contracting of Waterproofing Services & Products
Davao City, Philippines
( June 2005 – October 2008)
Compiles payroll data, and enters data or computes and posts wages, and reconciles errors, to maintain payroll records. 
Reviews wages computed and corrects errors to ensure accuracy of payroll. 
Prepares daily collection and deposit the checks on the following day to the bank. Prepares Monthly commission report. 
Prepare and issue paychecks. 
Prepares weekly/monthly receivables report. 
Prepares sales invoice when the goods are being sold. Keep track of company’s records. 
Prepares Social Security System, Insurance and Pag-ibig Fund Contributions 
CORPORATE SECURITY & INVESTIGATION AGENCY – Payroll Master/Office Administrator Security & Investigations Services
Davao City, Philippines
( June 2001 – May 2005)
In-charge of Computing & disbursing pay checks to the security guards In-charge of Monthly & weekly Firearms inventory report. 
Deal with clients with regards to the contract. 
Coordinate and organize employee events, with full responsibility for managing all associated details. 
Schedule interviews with candidates on behalf of team members, coordinating schedules as appropriate with various internal partners. 
Preparation of employee offer letters and orientation documentation, ensuring documentation is professional, accurate and prepared as per requirements. 
Process incoming invoices, ensuring properly coded and authorized prior to processing. Maintain up-to-date HR files, personnel, recruitment, executive files. 

Educational Attainment:
Bachelor of Science in Accountancy
University of Mindanao 1997-2001

