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GERALD  
POSITION APPLIED:
Secretary / Admin Assistant
CAREER OBJECTIVE:
To build my career in a professionally managed global firm where I can utilize my professional knowledge and skills for the achievement of company goals while I continuously grow and learn as well.  
TOTAL YEARS OF WORK EXPERIENCE:   More   than   13   years   of   global work   experiences   in   the   fields   of Secretarial, Administration  and  Customer  Service.
---------------------------------------------------------------------------------------------------------------------
EMPLOYMENT RECORD    
FROM
TO
          POSITION          COMPANY

Sept. 2014 -  Up to .




Hamriyah Free Zone Authority



Sharjah, United Arab Emirates
Last Project: 
ExterranBelleli Energy S.r.l.  Jebel Ali FactoryIndustrial Area II, Jebel Ali               Dubai, United Arab Emirates 








Nature of Business:



Fabrication of Tanks & Pipes
    Construction - Oil & Gas
Job Responsibilities:
· Serve as Coordinator between Human Resources - Personnel Department and employees at Project Site related to the needs and problems at work of each personnel,
· Organizing personnel movement for transferring employees from Project Site to different Project Site locations in coordination with Human Resources - Personnel Department,
· Serve as Personnel Coordinator of ZADCO Contractor for arranging each employee to attend ZADCO formalities (medical, trainings & safety-hse induction),
· Handling ZADCO CICPA gate passes, travel cards, medical certificatesand distribute the same to each personnel.
· Managing logistics / transportation of personnel at Project Site,
· Handling petty cash - preparation of petty cash statements & reconciliation reports, local purchase and office expenses.
· Monitoring attendance, prepares/updates daily manhours of each personnel in connection withrespective wbs/ cost codes and report the same to management in daily basis.  
· Monitor the arrival of employees to the Project Site and their clearance upon transfer to other Project Sites, vacation, resignation, termination etc.
· Preparation of Employee’s Monthly Payroll Timesheet and regular timesheets related to their vacation, resignation, termination etc.
· Prepare Daily Absences Reports and report the same to Human Resources – Personnel Department.

· Monitor and updates Daily Manpower Reports and report the same to Construction Manager.

· Prepare Weekly Progress Report of Manpower and report the same to Construction Manager.

· Responsible for attending telephone calls, filing of documents, preparing inter-office memos, warning letters to personnel, correspondence (emails), organizing meetings and applicant’s interview with the Project Manager.
FROM
   TO
POSITION                COMPANY



March 2010   -  April 2013   Receptionist / Secretary   Khalid Fahad Al Boayz (KFB)                                                         



to the Departl. Manager   Contracting









Riyadh, Saudi Arabia 


















Nature of Business:









Contracting                
Job Responsibilities:
· Assists Departmental Manager in his daily work activities,
· Responsible for some administrative duties such as phone calls, organizing meetings, preparing meeting reports and agendas, arranging business travel documents (airline ticket bookings, hotel bookings, visa applications, itinerary etc.) of the Departmental Manager,  
· Assists each employee of General Project Division in processing requests for travel documents, leaves and other concerns related to Human Resources- Administration Department,
· Assists Purchasing Department in daily work activities (preparing quotations, Bill of Quantities-BOQ etc.),
· Assists Administration Department in recruitment of manpower from different Agencies overseas,
· Prepare memos, correspondence and requests of materials/ office equipments,
· Filing important documents of each project,
· Monitors daily attendance of all the employees of General Project Division (GPD), 
· Prepares monthly attendance report of GPD employees for the approval of Departmental Manager and General Manager and submit it to Administration Department  for the preparation of Payroll,
· Prepares weekly expenses report of each Project,
· Monitor, prepare and update expenses/budget report of each Project Manager in his respective project.
FROM
    TO
    POSITION             COMPANY
June 2008   -    Nov. 2009    Secretary/ Executive     Integrated Packaging Systems




   Assistant to the Area
FZCO / Obeikan Invest. Group




   and Sales Managers
Riyadh, Saudi Arabia 








Nature of Business:









Sales and Marketing
 Job Responsibilities:
· Provides assistance to Area and Sales Managers of IPS,
· Maintain principal and customer database to improve tracking, reporting and customer service,
· Project follow-ups and project list updates,
· Prepare quotations and weekly reports of respective products and sales managers,
· Responsible for various administrative duties such as phone calls, day to day filing, arranging travels and hotel bookings for staff and management, organizing meetings,
· Monitor attendance and prepare timesheets for payroll of the IPS Staff,
· Prepare reports of monthly office expenses and monthly payroll of staff,
· Assist IPS Technicians monitor their requests for VISA, Leave and other documents,
· Process applications of Schengen VISAs for the training of IPS Technicians in Germany,
· Facilitate custom clearance of IPS shipments,
· Follow-up requests from Shared Services Department (Human Resources, General Services, Maintenance, Information Technology & Purchasing) of Obeikan Investment Group,
· Coordinate sales between the principals and the customers,
· Over-all management of the activities of IPS Saudi Office. 
FROM
    TO
      POSITION             COMPANYSept. 2004   -     June 2008      Corporate Finance       Corporate Finance  Dept.              
                                        Secretary                      Obeikan Investment Group                  







   Riyadh, Saudi Arabia
Nature of Business:                                                           







   Finance and Business  









   Development
Job Responsibilities:
· Provides assistance to the Group Chief Finance Officer,
· Encode letters, inter-office memo and reports,
· Send and receive different type of documents such as inter-office memo, correspondence, etc. by means of fax machine, e-mails and internet,
· Monitor, segregate and filing of correspondence, inter-office memo etc. of the Corporate Finance Department,
· Provide, prepare and follow-up requests of materials and services needed,
· Gather legal, financial and other documents needed in the new projects of the Company and to provide/ supply the same to banks, government institutions and company’s business partners,
· Receive checks, bank transfers, letters, inter-office memo etc. from different Obeikan Group of Companies and facilitates the approval of the same by the Group Chief Finance Officer, General Manager, Chief Executive Officer and Chairman/ President of the Company,
· Prepare, print transfer letters of payments sent through e-mail by SIG CombiblocObeikan FZCO - Dubai and Integrated Packaging Systems FZCO - Dubai and facilitate the approval of the same by the Group Chief Finance Officer, Chief Executive Officer and Chairman/ President of the Company.
FROM
TO
     POSITION              COMPANYJuly 2002    -     May 2004      Personal Secretary to   M.A. Al-TuwaijriCar Spare          



     the General Manager     Parts Stores










Riyadh, Saudi Arabia








Nature of Business:







Sales and Marketing


Job Responsibilities:
· Assist General Manager and other Office Personnel in their jobs,
· Assist salesmen in Sales Department,
· Encode documents such as price list, quotations, business letters and other memoranda,
· Send and receive documents through E-mail, Internet and Fax Machines,
· Monitor and keep the volume of files (records) stored in the computer, diskettes and folder files (hard copies),
· Filing of significant documents of the General Manager,
· Monitor and perform daily telephone operations,
· Maintain cleanliness and orderliness of the working area especially the office of the General Manager.
FROM
    TO
       POSITION          COMPANYNov. 2001   -      Feb. 2002        Store Assistant         MINI STOP - Robinsons        






Convenience Stores, Inc.            






Pasig City, Philippines








Nature of Business:







Sales and Marketing 
Job Responsibilities:
· Cashiering,
· Merchandizing,
· Receiving purchase orders from suppliers,
· Customer assistance,
· Food preparation,
· Maintains cleanliness and orderliness of the Store.
FROM
  TO
       POSITION          COMPANY      May 2000    -      Oct. 2000         Customer Service    Maynilad Water Services, Inc.              



    Assistant / File         (MWSI) / Billing Department                        



     Maintenance             Ermita, Manila, Philippines







Nature of Business:







Water Services & Distribution
Job Responsibilities:
· Editing/ checking the consumption and analysis of water bills of MWSI,
· Monitoring and keeping the records (files) of water bills to facilitate fast and accurate computation.
FROM
    TO
       POSITION            COMPANY      Feb. 1999    -      July 1999        Magic Book Editor      Innodata Philippines Inc.              








Makati City, Philippines              







Nature of Business: 







                         Electronic & Data Processing
Job Responsibilities:
· Editing the data files of Law and Medical books, and other kinds of encoded materials stored in computer files,
· Proofreading,
· Re-checking edited files.
ON-THE-JOB TRAINING
POSITION


TRAINING LOCATION
      DATE                     STUDENT TRAINEE          Security Bank Corporation
        Sept.  -  Dec. 1997           

                       Human Resources Development






            Division (HRDD) Training Department  /






 Security Bank Corporation (SBC)






InformationTechnology Institution
AFFILIATION
Computer Science Society - Student Chapter (CSS): Member ‘94 - ‘98                      Reserved Officer Training Corps - (ROTC): Cadet Member ‘94 - ‘96


    High School Class: Class President  ‘88 - ‘89                                                                          Elementary Class: Class Treasurer ‘87 - ‘88
EDUCATIONAL BACKGROUND
LEVEL

SCHOOL / COURSE

          YEAR GRADUATED   
Tertiary

Bachelor of Science In




1998            


           COMPUTER SCIENCE









Philippine Christian University








Corner Pedro Gil St., Taft Avenue, 







Manila, Philippines
Secondary

Dominican Academy          



1994




Unisan, Quezon, Philippines






Elementary

Almacen Elementary School



1988




Almacen, Unisan, Quezon, Philippines
PERSONAL DATA









   Date of Birth

: March 14, 1975






  Place of Birth

: Unisan, Quezon, Philippines




    Civil Status


: Single 






                Age



: 41 years old





           Height


: 5’9”





                                          Weight


: 153 lbs.





                            Religion


: Christian






    Citizenship


: Filipino





                 Language Spoken

: English and Filipino





     and Written


: Could speak little Arabic language and could read and



             write Arabic numbers




Special Skills

: Driving, Cooking, Telephone Operations




                        Computer Literate
Computer Knowledge: I. Application Software                 II. Other Computer Skills



          WordStar

                        E-mails





          Lotus 123

                        Internet Access




          Microsoft Word
                        Scanning




                     Microsoft Excel

             Editing / Proofreading



          Microsoft Power Point
             of printed materials



          DOS - Disk Operating System
   Encoding / Typing    



          Flowcharting
                        Systems Analysis and            








   Design
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