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· A highly organized and detailed-oriented in office work providing thorough 
and skillful and administrative support.

Professionally committed and responsible. Adapt easily to new situations. Successfully handle a wide range of functions using a combination of creative, organizational, and writing skills.
· Well extensive administration skill includes documentation and coordination. 
· Good Interpersonal and Customer Service skills and Public Speaking 
· Proficiency in the use of computer: Microsoft Word, Excel, PowerPoint Presentation and Photo editing. 
Work Experience

	2015 – Date
	ADMA – OPCO
	

	
	Technical Coordinator
	

	Clients:
	
	
	

	JACOBS
	TOTAL
	MITSUI
	JODCO

	PARSONS
	ADGAS
	ADNOC
	


Job Responsibilities:
· Provide office support services in order to ensure efficiency and effectiveness with in the office. 
· In charge in replying, distributing the incoming company E-mails. 
· Composing letters on all commodities inquiries. 
· Maintaining hard copies, electronic and general filing system 
· Conducts interview and orientations for newly hired staff 
· Schedule meetings and arrange conference rooms. 
· Alert manager about cancelations or new meetings. 
· Prepare confidential and sensitive documents. 
· Coordinate travel arrangements; prepares itineraries; prepares, compiles and maintains travel vouchers and records. 
· Operate office equipment, such as photocopy machine and scanner etc. 
· Relay directives, instructions and assignment to the managers. 
· Receive and relay telephone messages. 

January 2014
Turner Construction
Document Controller cum Secretary
Client:
Louvre Abu Dhabi
TDIC
Job Responsibilities:
· Preparation of correspondences with Client, Consultant, Subcontractors & Suppliers in coordination with Project Manager, Project Engineers etc. 
· Define a document filing system to enable rapid access of all company documents. 
· Logging of all correspondence and generate internal transmittal for internal circulation of the same. 
· Preparation of Status Reports, Monthly Reports etc. in coordination with the respective Project Engineers. 
· Provide office support services in order to ensure efficiency and effectiveness with in the office 
· Conducting due diligence 
· In charge in replying, distributing the incoming company E-mails 
April 2011- December 2013
Pivot Engineering and General Contracting
Secretary cum Receptionist
Job Responsibilities:
· Responsible for providing secretarial, clerical and administrative support in order to ensure that services are provided in an effective and efficient manner. 
· Operate telephone switchboard to answer and forward calls, providing information, taking messages and scheduling appointments. 
· Booking rooms and conference facilities. 
· Sorting and distributing incoming post and organizing and sending outgoing post. 
· Ensuring all documents/ drawings are up to date as possible with the use of Xpedeon Enterprise system. 
· Processing / cross checking payment certificates for subcontractor. 
· Encodes Bill of quantities for the tender projects. 
· Issuing and distributing controlled copies of information (drawings, letters, certificates and memos). 

2009 - 2011
Yell Adworks Philippines
Quality Assurance Specialist
Job Responsibilities:
· Proofreading and ensuring all text produced by checking all the written copy for accuracy in grammar and spellings. 
· Responsible for Quality of the advertisement produced. 
2009
Job Finder Philippines
Advertising Executive
Job Responsibilities:
· Makes telephone calls and in-person visits and presentation to prospective clients. 
· Maintains relationships with clients by information, and recommending new opportunities; recommending profit and service improvements. 
· Provides quotations to existing and prospective clients. 
· Participates in trade shows and conventions, job fairs. 
2008
On the job training, Production Assistant /
Researcher, Eat Bulaga TAPE INC.
Broadway Studio
Job Responsibilities:
· Responsible for the production and coordination of the show. 
· Updates, store and archive production documents. 
· Prepares Meeting Agenda and disseminates Minutes of the Meeting to the Production Staff. 
· Creates and/or maintains process or product specific documentation 
EDUCATION

	TERTIARY
	ST. PAUL UNIVERSITY, QUEZON CITY

	2005-2009
	Bachelor of Arts, Mass Communication

	
	
	Major in Digital Media

	
	
	
	

	
	
	


AFFILIATIONS/ EXTRA CO-CURRICULAR ACTIVITIES

	MASS COMMUNICATION SOCIETY
	

	Community Extension Head
	SY 2008-2009

	Asst. Community Extension Head
	SY 2007-2008


The Paulinian
(Saint Paul University Quezon City official school newspaper)
	Public Relation Manager
	
	
	SY 2005-2006

	Feature Editor
	
	
	
	SY 2007-2008

	PERSONAL DATA
	
	
	
	

	Age
	: 27
	
	Citizenship
	: Filipino

	Birthdates
	: June 11, 1988
	Birthplace
	: Quezon City

	Languages
	
	
	
	

	
	
	Speaking
	Reading
	Writing

	(Mother Tongue)
	Excellent
	Excellent
	Excellent

	English
	
	Excellent
	Excellent
	Excellent


