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Email:  rmaniago525@gmail.com
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Rosario L. Maniago


	EDUCATION
Bachelor of Science in Commerce

Major in Business Management 

La Consolacion University 
Philippines, 1995 - 2000
REGISTRATIONS/ CERTIFICATIONS
Association of Business Management (ABM)

Finance and Economics Association

(FINAMICS)
KEY SKILLS
· Time management skills 

· Business management skills

· Creative thinking skills, risk taker

· Leadership skills

· Proficient in both written and oral communication (English, Tagalog)

· Fast learner, ethical and trustworthy
· Proficient in Microsoft Office Application 

· MS Word

· MS Excel

· MS Access

· MS PowerPoint

· MS Outlook

· Adobe Professional

· SharePoint Application
VISA STATUS

Transferable visa with NOC
TRAININGS

· PARSONS Online Training 2015

· Cybersecurity Awareness Training
· Preventing Slips, Trips, and Falls

· Safety Scanning or Situational Awareness

· PARSONS Online Training 2014

· Device Security Basics

· Avoiding Inadvertent Disclosures

· Walking/Working Surfaces

· Threat, Cost & Laws of Data Breaches & ID Theft

· Physical& Technical Safeguards

· Defensive Driving

· PARSONS Online Training, 2013

· Activity Hazard Analysis 

· MENA - EHSMS

· Family Disaster Preparedness

· PTG – Quality Training, Feb. 2013
· ACONEX Training, 2011

· Quality Customer Service Training, 2006
· Pro-Active Customer Service Training, 2005

	EXPERIENCE PROFILE

Dynamic, result oriented professional has more than 15 years of experience (9-years in GCC). Committed professional with a track record of consistently meeting or exceeding manager’s expectations; Career further bolstered by a strong educational background. Proficient in Microsoft Office, EDMS and SharePoint Application. Self-directed and effective in taking initiatives and exceeding corporate objectives.
· ADMINISTRATION: - Ensure all department personnel’s adhere to rules and regulations of the company

· COMMUNICATION: - Ability to communicate clearly and effectively both orally and in writing. 

· TEAMWORK: - Ability to motivate others to work towards achieving a common goal. Ability to create an open and positive environment

· PROFESSIONALISM: - Demonstrate professional competence
PROJECT EXPERIENCE SUMMARY
· GEC Projects 
· Lusail Waterfront Development, Qatar 

· Al Khaldeyah Building Development, Abu Dhabi, UAE
· Junaibi Tower, Abu Dhabi, UAE

· Cleveland Clinic Project –Abu Dhabi, UAE
· Reem Mall & Carina Views Project, Abu Dhabi, UAE

· Abu Dhabi Islamic Bank Headquarters Project, Abu Dhabi, UAE                                                    

· W- Hotel Project, Dubai U.A.E

· Dunes Tower Project, Dubai, U.A.E
WORK EXPERIENCE
PARSONS INTERNATIONAL LIMITED

Doha, Qatar
January 2013 to May 2016
Project Role :  Document Controller / Administrative Assistant 
Responsibilities:
· Receives stamps and distributes all incoming mail, faxes, letters and transmittals as per protocol. 

· Ensure that all project documents are checked and submitted on time prior to the documents submission due date Document classification, sorting, filing, archiving and retrieval of documents in accordance with Parsons Project document indexing and filing Quality Control system.

· Maintained incoming logs of correspondences and transmittals. 
· Carried out administrative tasks such as filing, copying, binding, scanning, etc. as required.

· Carried out handover, close-out and archiving of documentation

· Maintains employee directory and related data pertaining to employees assigned to the unit, including company resumes;

· Managed filling system of all project correspondence, reports, submittals and drawings in soft and hard copies. 

· Uploading documents through SharePoints. 

· Updated, printed all GEC Department staff CVs in Parsons format; 

· Performs other responsibilities directed by immediate supervisor.
MEINHARDT (Singapore) PTE LTD. (Qatar Branch)

Head Office, West bay, Doha Qatar
October 2011 to April 2012
Project Role :  Office Manager
Responsibilities:


· Reporting directly to the Managing Director.
· Maintaining diaries
· Oversee the operation of reception, including use of the telephone system and reception of visitors.

· Managed office services including liaising with vendors and contractors.

· Supervised office administrative staff.

· Reviewed and recommended improvement and/or implementation of administration policies and procedures.

· Coordinate with Meinhardt IT Manager in solving IT and telephony matters.

· Procurement of office supplies.

· Arranged air tickets and hotel accommodation for staff travel.

· Delivery and collection of documents to and from banks, clients.

· Managed petty cash and submitted monthly petty cash drawdown reports to Finance Department.
· Coordination with MENA Offices and Singapore office on Admin, HR & Finance matters.

KEO INTERNATIONAL CONSULTANTS
Head Office, Abu Dhabi, U.A.E.

October 2010 –July 2011
Project Role :  Project Secretary
Responsibilities:


· Performed administrative support and clerical duties.
· Preparation of Monthly Report from draft to manuscript. 
· Preparation of invoice and payment Certificates.  
· Maintained outgoing logs of correspondences and transmittals. 
· Routinely took shorthand dictation, prepared draft correspondence processed incoming and outgoing mail, typing from draft manuscript, took telephone calls etc. 
· Prepared minutes of meeting and other project documents as directed by the Project Manager and Resident Engineer. 
· Updated, printed all PM/CM Department CVs in KEO Format and down loaded to KEO Intranet (Project Mate).
· Assisted in preparation of Proposal and prequalification.
· Coordinated with concerned department clerks relative to the administrative needs of the personnel in the project such as office supplies, forms etc.
KEO INTERNATIONAL CONSULTANTS
Dubai, UAE

June 2008 – September 2010

Project Role:  Document Controller/Admin. Assistant
Responsibilities:


· Reported directly to the Resident Engineer.

· Performed secretarial/clerical administrative tasks. 

· Implemented and monitored document control procedures.  

· Managed filling system of all project   correspondence, reports, submittals and drawings in soft and hard copies. 

· Inventory control of office supplies and office equipment. 

· Routinely took shorthand dictation, prepared draft correspondence and processed incoming and outgoing mail, typing from draft manuscript, handle telephone calls, mailing correspondence.

· Controlled reference number issuance and maintenance of document register. 

· Received incoming/outgoing transmittals from the Head Office, Contractor, and Client. Also maintained logo of incoming and outgoing documents.

· Distributed documentation for review, comments and approval. 

· Accurately controlled the numbering of documents and drawings produced on the project. 

· Performed administrative and office support activities for multiple engineers.

· Managed all administrative management duties efficiently. 
THE WEB ADVERTISING & PUBLISHING
Sharjah, U.A.E.
April 2006 – March 2008

Project Role :  Administrative Assistant

Responsibilities:
· Managed all administrative management duties efficiently. 

· Managed all incoming and outgoing Emails. 
· Data entry work.  
· Gathered data, compiled information, and prepared reports. 
· Coordinate and provided administrative support on new projects. 

· Maintained documents in organized manner, maintained office equipment.
· Processed letters, distribution by either fax or email. 
· Prepared invoices, payment vouchers, memos and other documents.

PHILIPPINE LONG DISTANCE TELEPHONE COMPANY (PLDT) Manila, Philippines

August 2000 – February 2006

Project Role :  Customer Service 
Responsibilities:

· Received subscriber’s complaints and inquiries. 

· Maintained high level of service and strong relationship with customer. 

· Provided excellent customer service over the phone.

· Addressed customer concerns and facilitated resolution. 

· Prepared daily and weekly reports.
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