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CV NO: 1526586

CAREER OBJECTIVE
Business Support Professional of more than 15 years with strong background inFacilities & Property Management, Fraud Investigation, Risk Analysis, Administration, Project Coordination, Logistics, HR Coordination, Recruitment, Budgets & Customer Service. Actively seeking for new challenges where I can develop and enhance my career utilizing my years of experience in the field of Banking, Financial Industry, Educational Institution, Engineering, Construction and Real Estate. 
RELATED PROFESSIONAL EXPERIENCE SUMMARY & CAREER HIGHLIGHTS

· Total Professional working experience of more than 14 years
· Experienced Project Administrator/Project Coordinator | Executive Assistant | Office Administrator | Office Manager to VP/GM/SM/DM
· Device a financial forecast of requirements and prepare/track an annual budget, schedule expenditures and comparison of variances for the Project

· Conduct risk assessmentof operational and financial aspect for each project
· Experienced HR Officer related to Recruitment, On-Boarding & Training, Mass Hiring & Payroll

· Strong Project Office Management and Project Administration skills (Currently involved in Project Administration for 4 high end development/projects in Shams Abu Dhabi, Reem Island)

· Risk Management &Analysis, Fraud Investigation, Budget Forecasting/Budget Accruals/Budget Allocations/Manpower and Overtime Cost Allocations for the Project site

· Excellent Verbal and Written communications skills; Ability to communicate at any level

· Strong Call Center Agent Knowledge and background, Real Time, QA, Average Handling Time

· Strong background in HR Support/Recruitment Administration, shortlisting of candidates & candidate assessment, Staff Allocation budgeting, Manpower allocation
· Document Control & Procurement & Logistics Support

· ISO & HSQE Coordinator/Team Member

· SAP, Maximo, LexNex, Yardi, FSI and Taleo Software User

· Risk Management Analyst – Credit Card Fraud (US Bank)

PERSONAL INFORMATION

Age: 31

Birthday: November 10, 1983

Gender: Female

Nationality: Filipino

VisaStatus: Employment | Transferrable

EDUCATIONAL BACKGROUND

MBA - Masters in Business Administration 

9 units | 1 Semester

University of Mindanao (Main)

Davao City, Philippines

June 2004 – October 2004

Bachelor of Science in Commerce 

Major in Management Accounting

University of Mindanao (Main)

Davao City, Philippines

June 2000 - May 2004
CERTIFICATES | TRAININGS ATTENDED

Project Management Professional

Course Completed | August 2015

CERTIFICATES | TRAININGS ATTENDED

Supply Chain Management Professional
Currently Pursuing | September 2015

ServiceSkills.com

Certificate of Completion

Telephone Doctor | Customer Service Training

January 2012

Microsoft Visio

Certificate of Completion

Khidmah LLC 

In-House Training

March 2013

EMPLOYMENT HISTORY

Current Role: Executive Assistant to Associate Director cum Senior Office Administrator
KHIDMAH LLC (Real Estate, FM &PM Company of ALDAR PROPERTIES PJSC)

January 2010 – Present | Abu Dhabi, UAE
Reem Island Projects (Facilities Management Department)
(Total: 5 years and 10months)

· Supports Associate Director and his team in all Administrative aspect of 4 Projects/High End Development handled in Reem Island

· Organize and administer the Associate’s Directordiary, calendar, etc.

· First point of contact; Arrange meetings, seminars, conference and other associated tasks.

· Organize events for the team on site; Booking for travels, hotel, etc
· Device a financial forecast of requirements and prepare/track an annual budget, schedule expenditures and comparison of variances for the Project
· Screen calls and assist in all telephone inquiries directed to the Senior Manager especially during busy hours. Taking messages from business associates especially when staff and managers are out of the office and making sure they are called back promptly.

· Assist issuance of work permits for subcontractors
· Liaise face to face with residential and retail tenants related to property issues such as maintenance, lease queries, service charge payments, cheque endorsements, Association fees, bill payments, etc
· Write letters, correspondence; ensure letters are formatted correctly using official company stationery.

· Petty Cash Manager, keeping a record of all claims, expense forms, disbursement forms, invoices, delivery notes.

· Assist Storekeeper in tracking the supplies in stock, physical and virtual inventory, replenishing monthly supplies.

· Train, monitor and manage junior admin on project site; DLP Admin, Fit-Out Admin, FM Admin, Soft Services Admin, etc
· Collect Timesheets from workers for review and then submit Manager and Directors for approval & signature

· Managing AMC contract expiry and notifying Management 4 weeks in advance

· Managing 3rd party certification expiry and notifying Senior Manager 4 weeks in advance

· Create and issue monthly project report to the client

· Prepares Monthly & Weekly inspection report for the project site/property
· Track Vacation and Sick Leave for all Project Site Staff

· Monitors a variety of activities (e.g. budget line expenditures, etc.) for the purpose of ensuring that financial practices are followed and in compliance, and within the budget

· First point of contact on all HR matters for the department on Reem Island

· First point of contact on all IT matters for the department for Reem Island

· Budget Forecasting/Budget Accruals/Budget Allocations: Assist the Senior Manager in maintaining budget allocation records; creating a separate sheet to track accruals against the project’s budget; assist, prepare and present quarterly financial budgets and statements.

· HR Support/Recruitment Coordinator: Scanning CV’s for shortlisting depending on Hiring Manager’s requisition on site, conduct initial phone screening, schedules interview appointment, fill out candidate assessment form and position request form once an applicant is successful, tracking and submitting leave applications for both Professional and Workers category; Collecting duty resumption forms; Obtaining approval for passport release, assistance in labor card and visa renewal, cancellation, resignation, termination & new hire requests.

· Document Control Support: Updating manual reports, spreadsheets & ensure data is entered accurately; Maintain and update database of tenants, contractors, suppliers, business partners and other contacts; Accepts incoming and outgoing correspondence/parcels with sign and stamp ensuring Document Control in Head Office gets a copy and keeping an organized file.

· Procurement & Logistics Support: Raising Purchase Requests (PR) and sending Local Purchase Orders (LPO) to the suppliers; Obtaining vendor and supplier information and contacting them for quotation request; Obtaining approval and stamp for quotations submitted by suppliers; Responsible in submitting the report to Finance and Accounts team all the documents in order to issue the cheque payment for the suppliers; Coordinating with vendors/suppliers once payment is ready for collection.

· HSE Member &ISO Coordinator: Ensures all team members are using the standard forms, sheets, and data according to internationally accepted standards. Ensure all team members follow HSE standards and procedures inside the property/project
Risk Management Analyst | Fraud Investigation Division

JPMorgan Chase Bank N.A. U.S.

October 2008 – January 2010 | Taguig City, Philippines

(1 year and 3 months)

· Initiate and conduct Fraud Investigation

· Outbound calls made to account holders and merchants for complete investigation

· Collecting data and evidence to support the fraud claim

· Filing and faxing data to the card member/account holder related to their fraud claim

· Entering the fraud details into the system and taking necessary action

· Perform chargeback

· Keeping track of Visa and Mastercard updates on a weekly basis

· Informing card members of the fraud claim status from time to time, either via phone or voice mail message

· Maintain a record of daily and weekly quota

· Ensuring each bank account holders and member’s information are kept confidential

HR Officer

E*Trade Financial - Online Banking and Brokerage U.S.

July 28, 2007 – October 14, 2008 | Makati City, Philippines

(1 year and 3 months)

· HR Officer/Generalist involved in Recruitment, On-Boarding, Training & Payroll

· Working closely with different departments, increasingly in a consultancy role, assisting Line Managers and employees to understand and implement policies and procedures;

· Lead mass hiring events locally, regionally and internationally
· Liaising with a wide range of people involved in policy areas such as staff performance and health and safety;

· Recruiting staff - this includes developing job descriptions and person specifications, preparing job adverts, checking application forms, shortlisting, interviewing and selecting candidates;

· Developing and implementing policies on issues like working conditions, performance management, equal opportunities, disciplinary procedures and absence management;

· Preparing staff handbooks | employee manuals;

· Advising and answering employee questions on pay, compensation, overtime, holiday pay, salary disputes and other remuneration issues, including promotion and benefits;

· Undertaking regular salary reviews and performance evaluation;

· Administering payroll and maintaining employee records;

· Dealing with grievances and implementing disciplinary procedures;

· Developing with Line Managers HR planning strategies and consider immediate and long-term staff requirements

· Planning, and sometimes delivering, training - including inductions for new staff;

· Analyzing training needs in conjunction with Departmental Managers
· Generally involved in Recruitment, Mass Hiring, On-boarding & Training, Payroll issues of employees
Call Center Agent|Customer Service Representative

PayPal UK- Sutherland Global Services Philippines Inc.

October 28, 2005 – April 28, 2007 | Makati City, Philippines

(1 year and 6 months)

· Taking calls and providing our customers quick and quality solution to their concerns

· Servicing customers in United Kingdom

· Answering customer’s question about their financial account and giving them accurate information 

· Providing correct timeframe for their fund transfers and cash activities

· Ensure confidentiality of customer’s account details

· Renders online account activity guidance and walks the customer through the correct procedure

· Process online financial requests

Executive Assistant to VP of MIS-EDP Department

University of Mindanao (Main Campus)

June 2000 – December 2004 | Davao City, Philippines

(4 years and 6 months)

· Providing support as the Executive Secretary/Personal Assistant of the Vice President of the University’s MIS-EDP-IT department

· Working closely with the Managers, Supervisors and other Department Heads

· Maintain VP diary and calendar and other Supervisors from the department

· Correspond to all matters brought to VP’s office

· Serve as a front line and the face of VP’s office, welcoming VIP guests, internal and external visitors

· Manage and organize internal and external meetings; calling and sending emails to concerned parties to confirm attendees, confirm agenda, ensure meeting room is booked and other
· Efficiently handle all incoming and outgoing letters, data, packages and correspondence both confidential and routine; screen and sort mails for the VP and for the team

· Manage the department’s petty cash, stationery, confectionaries, office supplies, IT supplies

· Maintain hard copy and electronic records of all important documents such as expense claim, salary increase for staff, approval for purchase orders, invoices, inventory count & replenishment

· Organizing activities for the team, includes arranging venues, food, catering, attendees, invitations, expenses, hosts, gifts, give-aways, presentation, etc (e.g. Annual Party, End of Year Party, Birthday Party, Anniversaries, etc)

· All other tasks deemed required & necessary by the VP and his team
[image: image1.jpg]