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Objective: 
To achieve career fulfillment and achieve excellence in service by extending outmost dedication in fulfilling responsibilities and significantly contribute to the company. 



	Skills: 
Well verse in Microsoft Windows Offices (Word, Excel, Power Point, and Outlook), lotus notes, and TETRA package, PEACHTREE, DAC EASY and Internet. 

Outstanding and accurate performance ability.  Can handle job under pressure.
Precise in attention to details and manage work with minimum supervision with maximum result
Trainings: 
Internal Auditor Course Training – Numero Uno (April 10 to 11, 2013) 

Advance First Aid – GTSC (October 19 – 20, 2011) Valid till October 2014 

Telephone Technique Course – Internal ( AlMansoori Specialized Engineering) 

E3learning modules attended 

Risk Management – Internal (March 18, 2014) 

Manual Handling – Internal (February 23, 2014) 

OHS Fundamentals – Internal ( January 23, 2014) 

Hazardous Substance – Internal (January 26, 2014) 

Hazard Management – Internal ( February 4, 2014) 

Drug & Alcohol on Workplace – Internal ( April 28, 2014) 

Bullying & Harassment – Internal (March 20, 2014) 

Workplace Emergency Response – Internal ( August 17, 2014) 



	

	Work Experiences: 

Position – Executive Secretary

ALMANSOORI SPECIALIZED ENGINEERING – PRL DEPARTMENT
November 16, 2014 to present

· Responsible for carrying out clerical, phone, and administrative responsibilities while simultaneously representing the executive office.

· Multi task and professional representative of the General Manager’s Office.
· Often coordinates inter-departmental work projects

· Serves as liaison between the General Manager and other department managers and company employees.

· Responsible in maintaining the General Manager’s schedule, meetings and appointments.

· Screen calls and prioritized daily task and responsibilities.

· Prepare Minutes of the Meeting.

· Open and read important email for the General Manager and take action as per advice. 

Make travel arrangement and hotel booking of the General manager 
· Received and assist on the request for each division and distribute to the concern PRO.
· Keeping original visa of each division, and arrange for the deposit of the same as per the rotation schedule of the PRO. 

· Make new Orientation of newly joined employees of AlMansoori. 

· Prepares LPO for stationeries and other purchases.

· Perform other related duties from time to time.
Position – Relations Administrator

ALMANSOORI SPECIALIZED ENGINEERING – PRL DEPARTMENT
June 07, 2009 to November 14, 2014
Coordinates with the division for required documents in processing any employment visa, work permits for locals, visa transfers, cancellation etc. 

Maintain a record for all expiry dates of Visas and Labour Cards to remind the concern division.

Remind the PRO for the renewal of Trade License and Chamber of Commerce of each Division. 

· Visa Deposit and Visa message in the airport for new employees. 

· Attends to other request and assistance required for the divisions. 

Safe keep original passports and original labour cards of the Manpower Employees. 

Assist in the documentation and processing of new employment visa, renewal, transfers, family visa etc. 

Responsible for the typing of visa application for Dubai online. 

	Position – Division Secretary

ALMANSOORI SPECIALIZED ENGINEERING, LLC – MSS DIVISION
January 27, 2008 to January 01, 2009
· Provide advanced support by handling a wide variety of administrative functions such as filing, retrieving, preparing and/or maintaining records, corporate documents, reports, correspondence, MOMs, and other documents. 

· Maintain insurance contracts for employees and company assets; human resources related duties, including PRO coordination. Attends and screen incoming telephone calls and take appropriate actions. Ascertains in detail the nature of the inquiries, obtains information from files and other sources to provide answers and redirect calls if necessary. 

· Collect and assist in the documentation for visa processing of newly hired personnel, consultants, and family visas of Safety employees. 

· Distributes all incoming mail and documents such as facsimiles/letters and sends outgoing messages. Arrange, and remind scheduled appointments of the General Manager. Whenever required make all necessary travel arrangements to and from the UAE for the general manager. 

· Maintain personnel travel aids such as contract details, passport copies, pictures and employees personnel files. Prepare weekly project summary report for all pending, ongoing and active projects. 

· Responsible for the preparation and assembly of tenders for future projects. Responsible for all GM administrative needs and will report to GM directly. 

· Collects all reports that need to be submitted to the GM’ office. Prepares monthly highlights and quarterly newsletter. Carry out additional duties that may be given from time to time 

	Education: 
Bachelor Degree in Accountancy 
University of the Assumption,, Philippines 

Graduated on March 31, 1996 

Personal Details: 
Status: 

Married 

Nationality: 

Filipino 

Religion: 

Christian 

Height: 

5' 1” 

Weight: 

135 lbs. 




