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Career Highlights
Industries
Oil and Gas
Industrial
Energy Automation
EPC
Achievements
Designed and authored the Mobilization Matrix of ZADCO Brownfield Project (ZIRKU 
ISLAND Power Upgrade). Given a task to supervise onshore and offshore Document 
Controllers and Administrators Created administrative functions and procedures for PMC 
personnel - ZADCO Projects 2-time ZADCO HSE awardee 
Technical Skills
Document Control System
EDMS Smartplant Foundation
Computer Applications
MS Office 2013 (Word, Excel,
PowerPoint, Outlook, Visio), Adobe
Photoshop CS, Microsoft Sharepoint


Career Summary
Over (5) years extensive experience in the area document control and office administration using various tools and techniques implemented in entities such as oil and gas, energy and power distributions, construction and EPC. 
More than (17) years of experience as executive secretary. Possesses strong interpersonal and analytical skills. 
Ability to work in a team environment or independently, quick learner, ability to multi-task and capable to lead admin team. Highly organized, self-motivated, detail-oriented and has initiative. 
Work Experience
June 2013 to April 2016
	
	

	Abu Dhabi, U.A.E.
	
	

	Project Coordinator /Administrator, Sr. Document Controller & Personal Assistant
	

	Job Responsibilities:
	
	

	
	Preparing the following for Senior Program Manager (ZADCO) as Project Coordinator:
	

	o
	Managing and organizing the Manager's diary, work plan, schedule and calendar; monitors, reviews, and evaluates progress.
	

	o
	Maintain and update Manager's daily action list including emails, letters, memos, mom and any other concern that needs immediate
	

	o
	action.
	
	

	
	Attend ZADCO planning & development meetings and support the Project Manager in implementing ZADCO standards &
	

	o
	procedures to Contractor and project team (onshore and offshore).
	

	
	Participate in Project Progress Engineering and Construction meetings and update minutes as required.
	

	o
	Schedule and coordinate with PMC, Vendor & Contractor for training, workshops, meeting and appointments including preparation
	

	o
	of PowerPoint presentation and various reports using audio-videoconferencing and dial in.
	

	
	Coordinates Contractor's activities, achievements and area of concern to Project Manager and exchanges information to resolve
	

	o
	issues.
	
	

	
	Prepare submission of project execution strategy, business case and cost estimate approval for CEO.
	

	o
	Collect site document reports (VAR, retrofitting, HVAC, Job Plan, site constraints, material deliver, preservation procedures etc) for
	

	o
	internal discussion with project team and other department.
	

	
	Help to keep project on schedule, remind and inform deadlines.
	

	o
	Supervises Project Administrators and Document Controllers; assigns tasks; sets priorities and ensures Project Manager's needs
	

	o
	are met in a timely and effective manner.
	

	
	Give training and coaching to ZADCO Administrators (UAE National).
	

	o
	Maintain records of project activities; oversees and ensures the timely processing in and the delivery of required document and
	

	o
	materials.
	
	

	
	Responsible for receiving/preparing/registering of all incoming/outgoing letters, faxes, memos, invoices, variation orders (PMC,
	

	o
	Contractor & internal) and coordinating / monitoring of administrative activities to facilitate and expedite the project work flow.
	

	
	Prepare Presentations (6 Projects: Contractor's Slippage Report, Monthly HSE, Variation Approval, Cost & Schedule and Steering
	

	o
	Committee) for Shareholders and Management meetings.
	

	
	Collect and prepare reports for meeting discussion with VP and Senior Program Manager:
	

	
	
	Contractor's Daily Site Report, Engineering and Construction 2 Weeks Look Ahead, Variance and Analysis
	

	
	
	PMC and Contractor's Action List, Weekly and Monthly Reports
	

	
	
	HSE Weekly & Monthly Statistics, Observation Card, Safety, Lesson Learned and Incident Reports
	

	
	
	Shareholder and Senior Program Manager Reports (for all projects)
	

	
	
	Project Cost and Schedule Reports
	

	
	
	Project Variation Order and Negative Variance
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	Project Coordinator / Sr. Document Controller / Personal Assistant
	

	
	Support the Manager in following up with Lead Project Engineers and discipline Engineer's input on tasks given.
	

	o
	Handles urgent critical requests as required by Manager.
	

	o
	Update the Organization Chart and PMC Manpower Mobilisation Summary.
	

	o
	Assist the Project Contracts and Cost Control Manager in updating correspondences; change order, bid technical, commercial
	

	o
	documents, SOR, project contract & award information.
	

	
	In charge in preparing the process for payments of Contractor's monthly Payment Application, Milestone Achievement, Debit Notes
	

	o
	& Invoices. Coordinate with Finance for remittance advise to expedite payment on due time.
	

	
	Prepare documents approval for PMC and Contractor's Change Order Review Board (CORB) endorsement requests, Provisional
	

	
	Acceptance Certificate and Final Acceptance Certificate (Engineering Report, Checklist, Handover, As-Built, Performance Review,
	

	o
	Form of Release, SVP Approval) .
	

	
	Responsible in preparing document for Business Mission Travel for CEO approval (ensure to collect all the details of the nominees,
	

	o
	invitation letter, inspection report, agenda and other supporting documents as required by SPM, SVP-P, SVP-O & CEO).
	

	
	Dispatches outgoing letters & faxes and maintain records for follow-up work progress and necessary actions.
	

	o
	Ensures direct delivery of urgent and confidential document to the management, concerned person and department.
	

	o
	Coordinate and follow up with Project IT Coordinator/IT Helpdesk for all the IT issues and requests (HRMS,Oracle, ZADCO links,
	

	o
	VPN access, email errors, email account setup, request for softwares and shifting/re-assign of PC/landline/desk etc).
	

	
	In charge in checking the PMC timesheets, overtime , leave request, business travel, mission request and collect the supporting
	

	
	documents required for approval (copy of approved manpower mobilisation request, approved business travel, signed expense
	

	o
	claim and reimbursable receipts).
	

	
	Arrange Face to Face and Phone interview of applicants (PMC, Vendor and Contractor's Managers and Engineers).
	

	o
	In charge in interviewing document controller & administrator applicants and issue interview form for recommendation and approval.
	

	o
	Provides assistance to ZADCO Project Engineers from time to time (verification of Voucher of Invoices, value engineering meeting,
	

	o
	retrofitting option discussion, pre-inspection visits, business trips, travel and transportation etc).
	

	
	Monitoring resource utilisation of PMC, update Movement Plan (office based & site based employee) and coordinate with HR
	

	o
	Manager & Lead Recruitment Adviser to expedite the mobilisation of personnel.
	

	
	Prepare Back Charge Reports for Contractor's Site Flight Booking, Accommodation and Site Diesel Consumption to Finance.
	

	o
	Supervise Project Administrator in preparing Memos for mobilization process to site and review all submitted documents before
	

	
	submission to concerned department to obtain approval:
	

	
	
	Pre-employment and Renewal of Medical
	

	
	
	New Issue/Re-Issue of ID
	

	
	
	Building Pass & Permit (Permanent & Temporary)
	

	
	
	Letter of Assistance (LOA) for Oil Field Security Passes
	

	
	
	Security Clearance and CICPA Pass
	

	
	
	Material Inspection Request (Site & Fabrication Yard)
	

	
	
	Travel Application Card/Fixed Wing Flight/Boat Travel to Site
	

	
	
	Site Accommodation, Notification of Arrival and H2S Trainings
	

	
	
	HSE Induction
	

	
	
	Travel Booking, Hotel Accommodation, Airport Pick-up/Drop-off (ZADCO, Contractor and International Ops)
	

	
	
	Consignment Clearance Request
	

	
	
	Debit Note
	



· Provide PMC Admin, Logistic Coordinator and Document Control assistance when PMC Admin, Logistic Coordinator and Document Controller are unavailable. 
· Undertake any other duties entrusted by Project Manager. 
as Document Controller: 
· Handles 6 Projects using Smartplant Foundation (EDMS) for P8374 Power Upgrade, P8443 Switchgear Project, P8493 Service Area Substation Upgrade, P6269 ADMA Interlink, P8424 Oily Water Treatment and P8363 Fire & Gas at Zirku Island. 
· Implement and maintain a coordinated and consistent filing system using EDMS, E-System and In-house system. 
· Process, control and administer incoming and outgoing documents (correspondences, submittals, transmittals, specifications, drawings, etc.) and ensure that all filing is up-to-date. 
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Project Coordinator / Sr. Document Controller / Personal Assistant
Upload and distribute documents to discipline engineers in accordance with the document distribution matrix workflow.

· Issue and distribution technical documentation to external parties, ensuring timely turnaround of documentation. 
· Ensure all documentation is controlled in accordance with the company's procedures for document control. 
· Follow up and expedite priority items with relevant Managers, Engineers, and Contractors. 
· Makes sure that controlled copies of latest approved documents and drawings are given to the appropriate discipline engineers. 
· Daily update of engineering & vendor correspondence log record. 
· Prepare necessary data reports for various parties in a timely and accurate manner. 
· Preparation and distribution of weekly Document Deliverables Registers. 
· Maintain record; all approved documents & drawings, site change request, permit to work, MAR, inspection, procedures, daily/weekly/monthly reports, MOM, vendor visits. 
· Make sure that documents and drawings are under safe custody without any damage or deterioration with easy traceability. 
· Coordinate with contractor (Italy & site) to send and receive various reports, drawings, submittals and other outstanding issues. 
· Ensure that all documents, transmittals and drawings are well checked by concerned personnel and submitted on time prior to the documents submission due date. 
· In charge of reporting the Completed Review Plan and Plan to Review for the next week of PMC Engineers on a weekly basis. 
· Produce list and prepare pending vendor and engineering report for weekly meeting with site. 
Preparing the following for PMC Program Manager (WGPSN): 
· Arranging and requesting for appointment/meeting. 
· Compile the Daily, Weekly, Monthly and Quarterly reports for Program Manager’s information and necessary action. 
· Print and update site report, camp occupancy, incoming letter correspondences, logistic movements and inspection visits for Program Manager. 
· Check and remind project team’s delegated tasks and pending documents for submission. 
· Coordinates with project team Document Controller, PMC Admin and Logistic Coordinator in arranging Travel, Accommodation, BOSIET Training, H2S Training, Driving Training, Travel/Optima Card HSE Induction, Letter of Assistance and CICPA Pass. 
· Attending meetings, taking minutes and distributing softcopy of Minutes of Meeting (MOM) to client and project team. 
· Prepare letter, submit and maintain register of PMC Manpower Mobilisation Request (MMR). 
· Formatting CV’s for proposed engineers in WGPSN format for client’s approval. 
· Update PMC Contact List and New Start Checklist. 
· Inform all issues of each personnel and all relating project status to avoid miscommunication. 
· Check and submit expense report, per diem, reimbursable claims and follow up for the collection of cheque from accounts. 
· Handles Petty Cash flow and prepares report for the reimbursement and replenishment as required. 
· In charge of PMC correspondences and team files (HR records, Mid-Year & End-Year Review, Assessment, Certificate of Trainings, Inductions, Insurance card, CICPA pass card etc). 
· In charge of mobilisation process for PMC new staff and coordinates status with HR; passport / visa status, required attested certificates & trainings, travel bookings, hotel accommodation, transportation, laptop / mobile requirement. 
· Arrange for Safety Cocoon session with HSE Manager and coordinates home office administrator with PPE requirements. 
· Give assistance to team for various requests; employment letter, online leave system, sick leave and annual vacation approval, cash in lieu of airfare, offset, per diem owed, salary advance requests) 
· Coordinates with Timewriting Central for team’s Timeweb timesheet issues, collects team's timesheet and prepare letter for client submission. 
· Coordinate with IT for network issues (Enable/reactivate account, reset password, Link access, VPN, group email and other IT requests). 
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Project Coordinator / Sr. Document Controller / Personal Assistant
Prepares documents (Business Travel Request (BTR) and Local Purchase Order (LPO)) for client approval and ensure accurate details of flight trip and hotel booking.

· In charge in submitting the Monthly PMC Invoice to ZADCO Finance and PMC Monthly Report to ADNOC and ZADCO CEO. 
· Sorting and distributing incoming letters & notification of holiday information from client and distributing softcopies to project team and home office. 
· Maintain and update project team Holiday Chart availability. 
· In charge in signing the personnel leaver's checklist when demobilized from project. 
March to May 2013
Wood Group PSN Emirates
Abu Dhabi, U.A.E.
Engineering Project Administrator
Job Responsibilities:
	
	
	
	

	
	Provide assistance to reception from time to time.
	

	
	Arranging meeting room bookings.
	

	
	In charge of petty cash and office supplies.
	

	
	Assist with the administrative duties if there's a new employee, leaver or transfer.
	

	
	Give induction to new employees, walk around the office and introduce to PSN emirates team.
	

	
	In charge for all Local Purchase Order (supplies, hotel booking, car service and air ticket etc).
	

	
	Make travel arrangements, hotel bookings and airport transfer.
	

	
	In charge of requesting or termination of User ID, Softwares, Documentum Access and O Drive
	

	
	Access.
	

	
	Provide support for the Engineering Manager, the Engineering Team and all Project Engineers.
	

	
	Participate and distribute weekly team leads minutes of meeting.
	

	
	Handles Engineering Organisational Chart, Holiday Chart, Database, Phone List and other Registry.
	

	
	Maintaining up to date records of Engineers Annual Leave, Sick Leave, Overhead / Non-
	

	
	Reimbursable Code Approval, Overtime Request Form, Expense Report and Travel Requests per discipline.
	

	
	Coordinates with Engineers training in ATLAS E-Learning courses.
	

	
	In charge of Bahrain Travel Request and other responsibilities when called upon to do so.
	

	
	Handles all Weekly and Monthly Reports for Engineering.
	

	
	Undertake any other duties entrusted by the Managers.
	


November 2010 to March 2013 SIEMENS
Inter Cities Smart Grid Energy Automation Solutions
DMS Project
Abu Dhabi, U.A.E.
Lead Document Controller / Personal Assistant
Job Responsibilities:

Manages incoming/outgoing correspondences and documentation related to the following projects:
o Abu Dhabi Water and Electricity Authority (Turnkey Implementation of Distribution Management System and DMS Master Station Maintenance Agreement)
o AI Ain Distribution Company (DMS Extension Integration of Stations at Al Ain)
o Abu Dhabi Distribution Company (DMS Extension Integration of Stations at Abu Dhabi)
o Dubai Electricity and Water Authority (Supply, Installation, Testing & Commissioning of New SCADA Control Center o MASDAR project (Distribution Management System)
o TAKREER (Replacement of SCADA System & Support Services for Network Control System)
o 106 Substation projects for L&T, Siemens PTD H, Siemens LLC, ELMEC, Hyundia, Energy Solutions, Engineering Solutions, Dhafir Switchgear, Hilalco, Hyundai, Lindenberg, ETA, Danway, Thermo LLC, Torque, Toshiba, Kharafi, Ghantoot, Inabensa, ABB, Al Naboodah, ALSTOM, Al Nasr, Al Jaber, Spaceage, TRISTAR and UIS.
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	Project Coordinator / Sr. Document Controller / Personal Assistant
	

	

	
	


Responsible for performing edits & coding in documents before submitting to client. In charge of the DMS account in sending softcopies to client & internally. 
Answers/transfer telephone calls and relay messages to concerned personnel. Faxing, Photocopying and Scanning. 
Organizing and keeping well-organized files and ensure confidential information and documents are handled with complete discretion. 
Taking dictation in shorthand and drafting, typing letters, internal memos and various correspondences. Responsible in updating the monthly progress database for Correspondence Log and Station 
Documentation Log. 
Handles substation tenders correspondences. 
In charge of compiling the incoming/outgoing letters, Minutes of Meeting (MOM), monthly progress reports and comments received for all projects and distributing them to corresponding contracts. 
Assisting administrative tasks (health insurance, passports, visas, labour cards, etc.) Provide and advice on procedures of issue and methods of document submissions. Responsible in keeping track of DMS Database Management. 
Responsible for office stationary stocks. 
Makes and confirms hotel bookings for the company. Performs other related duties as required and assigned. 
July 2002 to September 2010
GUESS USA
San Pedro Laguna, Philippines
Executive Secretary
Job Responsibilities:
	
	
	
	

	
	Maintain and manage daily schedule for HR and VP Manager.
	

	
	Responsible in handling incoming and outgoing emails.
	

	
	Write minutes and maintain records of proceedings.
	

	
	Compile, transcribe and distribute minutes of meetings.
	

	
	Plan and coordinate arrangements for professional conferences.
	

	
	Review and edit documents prepared for administrator's and executive's signature.
	

	
	File and prepare Daily, Weekly, Monthly and Annual Reports.
	

	
	Make travel arrangements for executives and HR team.
	

	
	Assist the marketing/legal departments if someone is on leave.
	

	
	Providing information and handling issues that may require sensitive attention.
	

	
	Assist with the administrative duties such as preparing employees request for loans and insurance claims.
	

	
	Responsible for the timely distribution of all mails/packages of the company.
	

	
	Maintains up-to-date corporate records.
	

	
	Handles applicants and suppliers inquiries.
	

	
	Handles gate pass for the company.
	

	
	Responsible in handling and distributing office supplies, maintaining records management systems and performing basic
	

	
	bookkeeping work.
	

	
	Recommend actions to be taken on office expenditures such as equipment and supply needs.
	

	
	Preparing responses to correspondence containing routine inquiries.
	

	
	Monitor payments for Shuttle Bus.
	

	
	Assists in Fashion Show Events including making sure that all outfits are ready; decorating the
	

	
	venue; publicizing the event; assuring runway is set up properly and that show starts on time and ensuring plenty seats for the
	

	
	guests.
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November 1999 to June 2002
TOTAL EQUITY NETWORK INC.
Ortigas Pasig City, Philippines
Executive Secretary
Job Responsibilities:
	
	
	
	

	
	Makes, receives and maintains records of telephone calls.
	

	
	Responds to faxes and emails.
	

	
	Issuing and distributing controlled copies of information to members.
	

	
	Handles membership applications, renewals and communicates all necessary information to and from the company.
	

	
	Provides updates/notification and follow-up for membership records and renewals.
	

	
	Keeps and records of the proceedings of all important meetings and activities of the members and of the Executive Board.
	

	
	Prepare a list of unfinished business items for the president and assists in the preparation of the
	

	
	agenda, if requested.
	

	
	Read the minutes of any previous meeting when called upon to do so.
	

	
	Distributes informational materials and keeps reference documents up to date.
	

	
	Participates in the development and implementation of TEN INC. policies and procedures.
	

	
	Responsible for all records, documents and papers.
	

	
	Organize conferences, training programs and any other meeting upon the request of the Executive Committee.
	

	
	Makes and confirms travel and other arrangements for conferences and business trips.
	


Education Background
College
AMA Computer University (AMACU), Makati City
Undergraduate, Bachelor of Science, Major in Computer Science 98
Vocational
Technical Manpower Training Center, Philippines
Basic and Advance Computer 1998
TESDA Certified (Batch 68 & 69)
Personal Background
Date of Birth      : October 1, 1980
Age
: 35 years old
Birthplace
: Pasay City, Philippines
Sex
: Female
Religion
: Christian
Marital Status     : Married
Children
: 2
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