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Philippine Air Force
Admin Assistant II

September 09, 2015 to March 15, 2016
· Performs clerical duties requiring knowledge of systems or procedures such as types, enters information into the computer to prepare reports or other documents.

· Updates Plantilla of Positions in the system.

· Prepares publication matrix of vacant positions due to movement of civilian employees (Retired, Resigned and Promotion).

· Assists in the mobile recruitment process.

· Updates monthly monitoring of civilian strength of different units and leave balances every quarter.

· Prepares and compose messages related to human resources.

· Maintains hard copies of documents/reports.

· Updates daily program of works.

· Perform other duties directed by my immediate supervisor.

Habtoor Leighton Group

Document Controller /Admin Assistant
For Ritz-Carlton Project

February 03, 2011 to February 16, 2014
Duties and Responsibilities

 Coordinate all activities related to the Document Control procedure, including technical documents, drawings, RFI’s and inspections;
 Input document data into the standard registers ensuring that the information is accurate and up to date;
 Generate the various document control reports as required;
 Typing of site documents  and provide of all the site needs;
 Makes sure that controlled copies of latest approved documents and drawings are given to the appropriate staff, subcontractors and suppliers as applicable;
 Maintain updated records of all approved documents and drawings and their distribution clearly;
 Maintain the documents and drawings in the Document Control office under safe custody without any damage or deterioration with easy traceability;
 Maintain the files and control logs as required by the project;
 Time keeping using WATCH system;

 Petty Cash Custodian for Iraq Visa Entry ($10,000); office (5,000 Dirhams);
 Preparing of requirements of travelling staff /tradesmen (Airline tickets and Iraq visa);
 Processing expense claims and petty cash replenishments;
 Assists in internal and external audits;
 Update daily HR records.

Samko International Co. W.L.L.
Document Controller/Secretary
August 19, 2007 – December 11, 2009
Duties and Responsibilities

 Prepares daily activity report for progress at site;
 Prepares monthly time sheet for staff and workers;
 Take messages from General Contractor and Clients and directs caller to proper parties;
 Scanning and emailing urgent documents and correspondences to head office and quotation requests to suppliers;
 Preparation of transmittal and sorting of documents to be sent to head office;
 Sorting and distributing mails to the concern employees;
 Keep and maintain records (hard & soft copy), for easy access;
 Monitor office supplies and make request as needed;
  Updates daily program of works;
 Do other duties assigned from time to time by the Project Manager.
Solid Shipping Lines Corporation
Clerk/Typist
March 01, 2006 – October 31, 2006
November 16, 2006 – December 31, 2006

Duties and Responsibilities
 Preparation of bill of lading of cargoes for clients, daily summary  of bill of lading for vessel clearance, daily manifests for head office and destination office including Ports Authority copies;
 Computing of clients’ freight of cargoes for payment;
 Checking of monthly inventory report of outgoing container van according to its destination;
 Measurement and preparation of bill of lading of rolling cargoes (Heavy equipment trucks, buses, luxury cars, others).
Bank of the Philippine Islands
Service Assistant
November 1, 1997 – January 7, 2001
Major Duties and Responsibilities

 Processing and handling of all Domestic Out-of-Town collection items of Metro Manila branches booked under OBC-DOM & OTCP (Reversal) including returnable items relating to domestic OTC’s;
 Processing / verification of the completeness of bank wide SSS collection documents received / processed due for remittance.
· Provincial Branches : Preparation of monthly and annual reports for Business Center of SSS volume of transactions and monthly bank statements for SSS head office.

· Metro Manila Branches : Coordination of items for settlement prior bank wide remittance.


TERTIARY: 


Saint Paul University



  

Bachelor of Science in Business Administration






Major in Computer Science



  

Tuguegarao, Cagayan , Philippines





(1991 – 1995)
SECONDARY:
 

Saint Joseph Academy




  
Graduated





(1987 –1991)

PRIMARY:
 

Graduated





(1981-1987)

*      (With 9 units earned in Masters)

          Lyceum of Manila, year 1998-1999



Career Service Professional Examination - 81.08%

Philippine Civil Service Examination

January 05, 2000



Integrated Personnel Performance Management System (IPPMS)
HSSG Multi-Purpose Hall, Coronel Jesus Villamor Air Base, Pasay, City

November 05-06, 2015

Personal Effectiveness Cum Managing Change Workshop 

Days Hotel, Tagaytay City

November 26-28, 2015


Occupational Safety & Health Administration (OSHA)


WMIOSH Professional Consultant FZ LLC (132 hours)

Level 14 Boulevard Plaza Tower 1,


EMMAR Boulevard, Downtown Dubai


P.O. Box 334155, Dubai, U.A.E

Safety Officer Training Course for Construction, Petrochemical and Oil & Gas Industries
 (144 hours)
RODECH Training Services Link Int’l Inc.


Guadalupe, Makati, Philippines


Inclusive of :

· Standard First Aid With Professional CPR and AED Instruction

· Drilling Technology

· Basic Rigpass Safety Orientation

· Hydrogen Sulfide Safety and SCBA Instruction



International Association of Safety Professionals (IASP)


Safety and Health Association of the Philippine Energy Sector, Inc. (SHAPES)


Date of Birth: 

October 16, 1974
Height:


5’7”
Weight:


145 lbs

Civil Status: 

Married

Age:


10 Years Old

Citizenship: 

Filipino

Religion: 


Roman Catholic
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