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CURRICULUM VITAE

HERMILIE 

E-mail : hermilie.264876@2freemail.com 
CAREER SUMMARY:
· 19 years total experience in Secretarial and Administrative field in UAE and Philippines 
· 9 years adequate experience in Construction Industry  

PROFILE:

· Strong communication skills, pleasing personality, strong attention to detail and accuracy, highly reliable and strong initiative to do work at its very best

· Fast learner, multi-task skills, flexible, pro-active approach to work; can adapt easily to new situations and able to work under pressure effectively 

WORK EXPERIENCES: 

FEBRUARY 2011 UP TO PRESENT
OFFICE ADMINISTRATOR CUM RECEPTIONIST
KHANSAHEB CIVIL ENGINEERING LLC

KHALIFA CITY A, ABU DHABI, U.A.E.
DUTIES AND RESPONSIBILITIES:

· Managing diary of Operations Manager and assisting him in preparing business presentations, management reports, MOM, research and other relevant reports or correspondence/letters and the key point contact for all AUH projects/sites
· Assisting Divisional Manager, Commercial Manager and Engineers in clerical/secretarial works and support to various departments
· Receives incoming and outgoing calls/mails and proper distribution to concerned managers, entertains visitors, preparing meeting room schedules, minutes of meeting, handles courier, manages hotel booking/stationary/petty cash/daily staff transport, ordering/maintaining stationary and office equipment, other office needs, handles time sheet (timekeeper), setting up video conference 
· Certified First Aider in the office, Main contact / Sustainability Champion for Waste Management/Recycling and Safety Committee Member 

JULY 1, 2009 – DECEMBER 2010
PERSONAL ASSISTANT TO HEAD OF PROCUREMENT & SUPPLY CHAIN

OGER ABU DHABI L.L.C.

AL SAHEL TOWER, CORNICHE ROAD, ABU DHABI, U.A.E.

DUTIES AND RESPONSIBILITIES:

· Providing high level of secretarial support to Head of Procurement & Supply Chain by handling day to day organizational and administrative responsibilities such as assisting him in preparing the Commitment Authorization Monitoring Report, monitoring the Packages of  Procurement Engineers, tracking down all contracts awarded and issued, handling Managers appointment, draft letters documents, notes for obtaining approval etc.; handling correspondence, replying to e-mails, sending couriers and proper maintenance of records and files

· Screening calls, taking messages and assisting visitors/subcontractors

· Assisting 9 Engineers in clerical works (scanning, binding, faxing, photocopying, preparing Invitation for Quotation, calling S/C to pick up documents on behalf of engineer, making internal/ external memos), ordering stationary and providing assistance needed by the Team (Procurement, Contracts, Purchasing & Store)

· Handling signature book (LPOs, MR, contract agreement etc. for signature)

· Coordinating with various departments and site for documents being routed etc. 

· Perform any other administrative tasks assigned by the Manager/HOD

DECEMBER 2008 TO MARCH 2009

SITE SECRETARY 

AMANA CONTRACTING & STEEL BLDGS. CO. W.L.L.

MASDAR PROJECT, MASDAR CITY, ABU DHABI, U.A.E.

DUTIES AND RESPONSIBILITIES:

· Reports directly to Sr. Projects Manager and assisting Construction Managers and Engineers in making general letters, inter-office memos, all types of log such as DTF, Shop Drawing , Material Submission & Procurement Log, Subcontractor Log, RFI Log; process claims for petty cash and disbursed accordingly, coordinating with Consultant and maintaining document control data base

· Oversee, manage and organize the processing of documents in site office
· Handles minutes of meeting, time sheet, follow up with subcontractors/suppliers ;maintaining staff list/records, daily site report, screen calls/ e-mails/letters and make necessary action accordingly and ordering stationary as needed
AUGUST 2006 – NOVEMBER  2008

SUPERVISOR /SALES ASSISTANT
ATAYA ENTERPRISES L.L.C. (Ghobash Group of Companies)

KARAMA, DUBAI, U.A.E.

DUTIES AND RESPONSIBILITIES:

· Works across different departments to get the best results (i.e. achieve team’s target and individual monthly.target) to achieve high productivity and profitability 
· Assigning task and supervising staff to ensure objectives are met on deadline
· Submission of daily sales/monthly reports/shop performance tracker /customer feedback /chart graphical analysis to our Operations Manager

APRIL 2004 – APRIL 2006

EXECUTIVE SECRETARY TO GENERAL MANAGER
WILLIAM GOLANGCO CONSTRUCTION CORP.

MANDALUYONG CITY, PHILIPPINES

DUTIES AND RESPONSIBILITIES:

· Managing office correspondence, presentations, diary management

· Coordinating with other department, clients and business/travel arrangement

· Provide comprehensive support to GM (arrange and maintain confidential files)

JUNE 1994 - MARCH 2004
 EXECUTIVE SECRETARY TO EVP
 CHINA BANKING CORPORATION 

 MAKATI CITY, PHILIPPINES

 DUTIES AND RESPONSIBILITIES:

· Maintain an efficient reception area and dealing with inquiries efficiently
· Compiles data, proof-reads, sorts and distributes reports, letters, mail, fax etc.

· Personally assist EVP in fulfilling all administrative tasks (BOD agenda, etc.)

PERSONAL INFORMATION:

Address
:104 Professional Bldg. Najda, Abu Dhabi, U.A.E.

Place of Birth  : Marikina, Philippines
     
Sex

: Female

Visa Status
: Employment /Company Visa (Validity: December 2017)
EDUCATIONAL ATTAINMENT/AWARDS:

College:  Graduate, B.S. in Business Economics, University of the Philippines (U.P.), Diliman, Quezon City, Philippines, May 1994 (Scholar)
Best in Math; Best in Filipino; Best in Ethics (High School, Dominican College, 1989)

Certificates of Training- Ms Outlook 2007 and Aconex, Oger Abu Dhabi, 2009  

Reception and Secretarial Training, Participant, Oger Abu Dhabi, 2010

Knowledge in ERP –Oracle System, June 2010

Primavera Contract Management and Project Wise Training, August 2011

Customer Relationship Management (CRM) Training, KCE Dubai Head Office, 2012

Certificate of Recognition, Basic CPR, AED & First Aid, International HSE Council, 2014

Advanced Excel 2010, Khansaheb Training Room, Dubai, December 2014
Powerpoint My Way Training, ExecuTrain, Dubai, October 2015
SKILLS:

Highly Proficient in English (written and verbal) and basic Arabic knowledge

Computer Proficient (Ms Office Outlook, Word, Excel, Powerpoint, Nero Startsmart, ADCO Procon, HRIS, Aconex, Sharpdesk Converter, PCM, CRM, Wetransfer
Construction Terminology /Administrative/Organizational/Typing Skill/Research Skills

Secretarial & Reception Skills, Multi-task Skills, Customer Service
Operation Smile Charity Donation Representative-Khansaheb Employee Foundation

First Aid Skill

Time and Attendance Management System (TAMS) Skill
	
	

	cv- hermilie 
	1



