ZILLA 

261421@gulfjobseekers.com 
PERSONAL DETAILS:

	Age
	:
	28

	Civil Status
	:
	Single

	Religion
	:
	Roman Catholic

	Birth Place
	:
	Laguna, Philippines

	Nationality
	:
	Filipino

	Visa
	:
	Employment


EDUCATION:

Graduate of Bachelor of Science

in Social Work

Sacred Heart College, Philippines Graduated on March 19, 2007

(Consistent Dean’s Lister)

REFERENCES:

Available on request

TRAININGS/ CERTIFICATES:

· ISO 14001:2004 Documentation Course

· ISO 9001:2008 Documenting Quality System

· ISO 27001:2005 ISMS Orientation

· ISO 9001:2008 Awareness & Orientation

· Project Management

■Global CSR Summit

· Community Relations Seminar

· CSR Stakeholders Forum

· English Fluency

· Company Standards and Values Seminar

· Confidence Building

· Team Empowerment Seminar

· Effective Business Writing

· Oral Communication Skills Seminar

· Basic Occupational Safety & Health Seminar

· Computer Application Training

· Gender and Development (GAD) Training

· Work Attitude & Values Enhancement

· Gender Responsive Monitoring &Evaluation

· Community Relations Conference

· Business Etiquette Seminar

· Disaster Preparedness Seminar


Curriculum Vitae – Administrator / Secretary Project Coordinator / Personal Assistant

Qualification Summary:

· With more than eight (8) years of professional experience in office management and administration, events and project management in Engineering and Construction Field, Mining Industry and Government,.

· Accustomed to work in fast paced environment with proven ability to prioritize and manage deadlines.

· Organized and highly efficient in multitasking dynamic working environment.

· Has ability to lead through influence, with strong cross-functional collaboration skills.

· Excellent working attitude/ professional ethics.

Professional Working Experience in UAE:

ARABIAN CONSTRUCTION COMPANY (ACC)

Secretary - August 2014 – present

HR/ ADMINISTRATIVE / SECRETARIAL WORKS/ PURCHASING

· Provide administrative support to the Project Manager, Project Director, Managers/ Department Heads and Engineers.
· Preparation of internal and external communications, e.g. Inter-office Memorandum and transmittals.
· Preparing / encoding / printing business correspondence to Clients, Consultants and Subcontractors.
· Uploading of data/documents/ correspondence using Proliance Software.
· Provide assistance to the Project Manager to efficiently execute his duties.
· Reading and filtering important corporate emails and preparing replies.
· Welcome/receive visitors i.e. Client, Consultant, suppliers, subcontractors etc.
· Answering general phone inquiries in a professional and courteous manner
· Assist in releasing material requisitions using the SAP software/system.
· Create, control, and monitor all administrative / office requirements.
· Ensure preparation/submission of daily, weekly and monthly reports.
· Arranging travel, hotel accommodation and restaurants reservations.
· Schedule meetings/ appointments and arranging applicant’s interview.
· Prepare minutes of internal weekly management meeting.
· Perform HR related works (Visa requests, staff requests, staff hiring, termination, interviews etc.)
· Supervise the office assistants for the issuance, monitoring and ordering of office supplies/ stationeries, consumables/ kitchen items.
PROJECT COORDINATION

· Coordinate with Engineers for the preparation of Bill of Quantities, specifications, drawings for the suppliers/ subcontractors.
· Reviewing all project related/ essential incoming information per Project and coordinate it to the appropriate people in a timely manner.
· Coordinate with Head Offices (AUH/DXB), Client, Consultants, Subcontractors, employees regarding project works / status/details/ required documents
· Updating tender status/reports / contracts on weekly basis for meetings.
· Follow up with Subcontractors the submittals to the Clients/ Consultants.
· Performs other ad-hoc duties as required by the management.
DOCUMENT CONTROL

· Analyzing incoming memos, letters, submissions, tender documents and reports in order to determine their significance and distribute accordingly.
· Operate computerized office systems, for filing papers and maintaining databases.
· Receive all incoming documents, register all internal and external documents and ensure that all documents are secured properly.
· Management of office documentation in hard and electronic format
· Supervise and controls the work of all Office Assistants/ Asst. DC.
· Maintained up to date log sheet and systematic filing system.
· Archiving data for historical purposes / prepare backup data.
· Updating daily the incoming and outgoing documents in the document tracking system.
· Ensures proper maintenance of personal, staff files and confidential files.
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Professional Working Experience in Philippines:

	
	COMPANY / POSITION
	
	
	
	
	
	DUTIES/ RESPONSIBILITIES
	
	
	
	

	
	
	
	
	
	

	
	Corporate Relations Officer
	
	
	Closely monitor the implementation of the projects/programs/compliance
	

	
	CY 2013 – CY 2014
	
	
	
	
	
	of the Operators/ Investors.
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	Represent the Company in meetings, conferences and in project site
	

	
	Company: (Government-Owned)
	
	
	
	inspection.
	
	
	
	
	
	
	
	
	
	

	
	Philippine Mining Development Corp.
	
	
	Prepare/ submit all required reports, draft memoranda, correspondences
	

	
	
	
	
	
	
	
	
	etc.
	
	
	
	
	
	
	
	
	
	
	

	
	The corporate mining arm of the state for
	
	
	Ensures compliance of the department with the ISO 9001: 2008 Quality
	

	
	revitalizing
	the
	Philippine
	mining
	
	
	
	Management Systems Standards and 5S implementation.
	
	
	

	
	industry.
	
	
	
	
	
	Ensures to
	maintain and manage
	all important documents within the
	

	
	
	
	
	
	
	
	
	department.
	
	
	
	
	
	
	
	
	
	

	
	Public Affairs Administrator
	
	Responsible
	for
	developing
	the
	organization’s
	Corporate
	Social
	

	
	CY 2010 – CY 2013
	
	
	
	
	
	Responsibility (CSR) strategy and identify programs to be implemented
	

	
	Company: (Multi-national)
	
	
	
	
	internally/ externally.
	
	
	
	
	
	
	
	

	
	
	
	
	
	Responsible for preparing CSR related information for the website, e-
	
	

	
	Chiyoda Philippines Corporation
	
	
	
	
	

	
	
	
	
	
	
	newsletters,  CSR  Reports  and  related  compliances  within  the
	
	

	
	One  of  the  major  affiliates  of  Chiyoda
	
	
	
	
	

	
	
	
	
	
	organization.
	
	
	
	
	
	
	
	
	

	
	Corporation  (Yokohama,  Japan),  a  global
	
	
	Spearheads the execution of annual planned corporate events and
	
	

	
	engineering
	service
	contractor
	primarily
	
	
	
	

	
	engaged in detail design of various plants and
	
	
	
	other sponsored activities.
	
	
	
	
	
	
	
	

	
	facilities  mostly  gas  processing  and  LNG
	
	
	Performs Human
	Resources, Administration and
	Purchasing
	related
	

	
	plants.
	
	
	
	
	
	
	tasks /duties as needed.
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Corporate Relations Officer
	
	
	In-charge for planning and implementing the organization’s Corporate
	

	
	CY 2007 – CY 2010
	
	
	
	
	
	Social Responsibility (CSR) internally and externally.
	
	
	
	

	
	Company: (Multi-national)
	
	
	Assist the department in implementing the company’s Health, Safety,
	

	
	
	
	
	
	
	and Environmental initiatives.
	
	
	
	
	
	
	
	

	
	Lafarge Republic Aggregates Inc.
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	Prepares  reports,  correspondences,  emails,  project  proposals,  e-
	
	

	
	
	
	
	
	
	
	
	

	
	One  of  the  affiliates  of  Lafarge  (Paris,
	
	
	
	newsletters, and corporate brochures.
	
	
	
	
	

	
	France).  The  world  leader  in  producing
	
	
	Conducts/participates in the Social Impact Assessment /Participatory
	

	
	construction
	materials
	(cement,
	concrete,
	
	
	
	Rapid Appraisal and social analysis;
	
	
	
	
	
	

	
	aggregates and gypsum).
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Skills / Capabilities /
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	ORGANIZATIONAL & MANAGEMENT
	
	
	COMMUNICATION SKILLS
	
	
	OTHERS SKILLS
	
	
	

	
	
	SKILLS
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Organizational & Management
	
	
	
	
	Oral Communication
	
	
	TECHNOLOGY LITERACY
	
	
	

	
	Planning/designing, organizing, budgeting,
	
	
	Able to communicate with others:
	
	Computer Literacy
	
	
	
	
	

	
	coordinating, implementing, monitoring and evaluating
	
	-   Able to deliver presentations
	
	
	
	
	
	
	

	
	corporate/ community/ environmental projects/
	
	
	-
	Conduct basic orientation /training
	
	
	
	
	
	
	
	

	
	initiatives.
	
	
	
	
	
	
	
	to people
	
	
	
	Proficiency in using Microsoft applications
	

	
	Time Management
	
	
	
	
	
	-   Host/ Master of Ceremony a
	
	(Word, Excel, PowerPoint, Publisher,
	
	
	

	
	
	
	
	
	
	
	
	program/event
	
	
	Moviemaker etc.) and email/Internet.
	
	
	

	
	Prioritizes and sequences tasks to meet goals and
	
	
	-
	Preside a meeting
	
	
	
	
	
	
	
	
	

	
	deadlines.
	
	
	
	
	
	
	
	Able to organize community people
	
	Related Outputs:
	
	
	
	
	

	
	Multi-tasking and Flexibility/Teamwork
	
	
	Written Communication
	
	Flyers
	T-shirt Designs
	
	
	

	
	
	
	
	
	
	Bulletins
	Streamers
	
	
	

	
	Effectively/ efficiently manages various tasks/
	
	
	Able to deliver written communications:
	
	Brochures
	Researches
	
	
	

	
	responsibilities simultaneously. Adaptable/ capable to
	
	-   Emails, bulletin, memos and letters
	
	Articles
	Video Presentation
	

	
	be assigned in other field/ assigned tasks and ability
	
	
	-   Prepare reports, project proposals,
	
	Programs
	Invitations
	
	
	

	
	to work on a team.
	
	
	
	
	
	
	accomplishment report, minutes of
	
	Signage
	Presentations
	
	
	

	
	Creativity/ Problem-Solving
	
	
	
	
	
	meeting, presentations/
	
	Webpage Section
	Banners
	
	
	

	
	
	
	
	
	
	
	commentary
	
	
	RESEARCH AND STUDY
	
	
	

	
	Look for opportunities to apply new ideas and turn
	
	
	-   Prepare articles/ write ups
	
	
	
	
	

	
	them into something of value to the department. Find
	
	Interpersonal
	
	
	
	-   Research of related current advisories for
	

	
	ways/ give suggestions that could be used to address
	
	
	
	
	
	
	keeping the employees informed and
	

	
	certain problem/ concern.
	
	
	
	
	-   Able to interact with employees/
	
	
	updated.
	
	
	
	
	

	
	Leadership
	
	
	
	
	
	
	
	guests/other people
	
	-
	Research/ gather related
	
	
	

	
	
	
	
	
	
	
	
	
	(consulting/listening/building
	
	
	information/issues related to work or any
	

	
	Able to motivate and mobilize co-employees and
	
	
	
	rapport)
	
	
	
	
	assigned tasks.
	
	
	
	

	
	community to act towards achieving a common
	
	
	-   Arrange/ conduct programs in
	
	-   Conduct study/ review/assessment of
	

	
	goal/project.
	
	
	
	
	
	
	
	coordination with public/private
	
	
	certain information/publication that benefit/
	

	
	Initiative
	
	
	
	
	
	
	
	sectors (public relations)
	
	
	serve improvement for the
	
	
	

	
	
	
	
	
	
	
	
	-
	Campaign programs/projects and
	
	
	section/department/ management.
	

	
	-   Take responsibility for an event or assignment
	
	
	
	persuade employees to participate
	
	
	
	
	
	
	
	

	
	-   Proactively taking positive actions for the benefit
	
	
	programs
	
	
	
	
	
	
	
	
	
	

	
	of the section/ department.
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Projects dealt with:
Dubai, UAE

Al Manzil Café & Restaurant
Fountain Views Project
Dubai Trolley Project

	
	
	
	

	
	Projects Managed/ Activities Organized:
	Philippines
	

	
	
	
	
	

	
	• Environmental Projects
	•
	Information Education

	
	• Infrastructure Projects
	
	

	
	
	
	Campaign

	
	• Medical Mission
	•
	Livelihood Program

	
	• Scholarship Program
	•
	Corporate Newsletters

	
	• Wellness Program
	•
	Updating of Webpage

	
	• Cultural Projects/ Activities
	•
	Corporate Events

	
	• Internship Program
	
	o Corporate Parties

	
	• Health/ Safety Projects
	
	o Sports Activities

	
	• Recreational Activities
	
	o Internship

	
	• Disaster Preparedness
	
	o Team Building Activity

	
	• Philanthropic Activities i.e.
	
	o Company Outing

	
	donations/ sponsorships
	
	o Trainings/ Seminars

	
	• Internal Audits
	
	o Corporate Contests

	
	
	
	o


Professional Related Achievements:

GLOBAL AWARD:

2010 - Lafarge Global Award and attended the Global Aggregates Meeting in Lyon, France

CORPORATE/ LOCAL/ NATIONAL AWARDS

2013 Corporate Social Responsibility Award: Special Recognition from Chiyoda Global Headquarter

2013 - Winner – 5S Implementation

2013 - Revision of QMS: Project Management Procedure

2013 - Contributed in promoting/ initiating environmental conservation and implementing the cost reduction measures.

2012 - Zero Late Award – November to December 2012

2011 - Success story was published in Mines and Geosciences Bureau’s webpage

2010 & 2009 - Presidential Award (Titanium Achievement for outstanding implementation of Safety, Health, Environment & Social Projects)

2010 - Special Recognition for Community Assistance during Typhoon Ketsana

