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Jasmin   

Jasmin.307997@2freemail.com
CAREER OBJECTIVE
Seeking a challenging career in a progressive environment where I can fully utilize my diverse skills in a professional office and which welcomes dedication, determination and motivation.
WORKING EXPERIENCE
Technical Assistant
Mitsui E&P Middle East Limited, Dubai UAE




10 April 2010 to 30 June 2016
1. Work with the JV operators for the drilling reports, well site reports and other related technical documents.

2. Creating well information and uploading final data such as deviation surveys, formation tops and WL to SMT database.
3. Archiving and maintenance of the wells final reports, logs and soft copies from the JV Operators.
4. Updating daily production data, well summary reports and well test data in preparation of weekly reports.
5. Prepares the daily operations summary to give brief information of the on-going operations and the daily production status.
6. Provide the data exchange, data manipulation, graphing and drawing.
7. Creating and maintenance of the office library.
8. Liaise for the Asset Management team both for Dubai and Oman Office.

9. Assist the Deputy GM pertaining to technical documents as required.

10. General assistance to the Asset Management Department.
Technical Assistant

RAK Petroleum Technical Services Ltd, Dubai UAE

(Former Indago Technical Services Ltd and Former Novus West Asia Ltd.)

10 December 2005 to 24 March 2010
1. General maintenance and organization of the technical office library. 
2. Filing and maintain control of records to verify completeness and accuracy of data.

3. Manage archival activities for controlled documents and validation files, organize copies of physical documents.

4. Coordinate the activities of document control including distribution, tracking and reporting of documents.
5. Well and seismic database management and listing database.

6. Data manipulation and graphing.

7. Assist in preparation of technical data in request of partners and contractors.

8. Coordinates with the other departments with regards to present and upcoming projects.

9. General assistance to the Geology and Geophysics Dept. and Drilling Dept. 

10. Minor art works includes preparation of special functions, financial reports, marketing brochure and company profile.
Senior Secretary – Geotechnical

FUGRO Middle East, Abu Dhabi UAE

4 January 2004 -7 December 2005

1. General assistance and support the entire office operations of Executive Manager.
2. Diary management, organize travel arrangements, arrange meetings and conferences.
3. Screens incoming calls, compose business correspondence and takes minutes of meetings as and when required.
4. Maintains various filing & records of management systems.
5. Prepares and handles tender enquiry/company profile for the submission of proposal to different clients
6. Reads and screens incoming emails, correspondence and reports, then forward to the appropriate materials to the executive and staff.
7. Handles routine administrative tasks such as: purchases, inquiry, requisition of office supplies, keeping track of all printed stationary and maintenance of office equipment’s.
8. Act as liaison/coordinator for Abu Dhabi Branch to Dubai Main Office.
9. Provide general assistance to the Geo-technical Engineering Dept. for both geology and engineers in preparation for the final report, from the preparatory stage to the submission of final report to clients.
10. Ensuring that all clients’ correspondence and engineering reports are processed for office in a timely manner.
11. Supports the geology engineers in logging and laboratory results for the respective projects.
12. Prepares the engineering report that has to be submitted to the clients.
13. Maintains and updates the project status of all the on-going projects for Abu Dhabi.
14. Responsible for maintaining the database of the Geotechnical Engineering Department for all the projects handled.
Administrative Officer

Global Systems Interconnect Inc., Cebu City Philippines

8 November 2000 to 31 July 2003

1. Oversee the administrative aspects of the company such as office needs, employee’s leaves and schedules, company’s payroll, petty cash, accounts receivable/payables and bank transactions.

2. Prepare data sheets, documents, charts and graphs in form using MS Office Applications.

3. Responsible for collating data from various departments in preparation for monthly management meeting.

4. Coordinates, facilitates and updates the executive’s calendar, preparing domestic & foreign travel arrangements for executives and their respective schedule.
5. Investigate, gather, incorporate and prepare confidential & sensitive documents and briefs executive for the contents.

6. Updates executive on status of issue and projects before the scheduled meetings.

7. Performing a variety of executive support tasks that may be highly confidential and sensitive in nature as assigned.

8. Takes and transcribes dictations on technical and confidential matters from the executive as required.

9. Recommends actions to be taken on office expenditures such as equipment and supply needs and assist the annual budgets of the office.

10. Reads and screens incoming emails, correspondence and reports, makes preliminary assessment of the importance of materials and organizes documents; handles matter personally and forwards appropriate materials to the executive and staff.

11. Updates executive on status of issue and projects before the scheduled meetings.

12. Ensuring that all correspondence and reports are processed for office in a timely manner

13. Establishing and maintains various filing & records management systems.

EDUCATION


Master’s in Business Administration (33 units)





Southwestern University





Cebu City, Philippines





Bachelor of Science in Business Administration

University of San Carlos

Cebu City, Philippines
LANGUAGES


English: excellent in both speaking and writing




Filipino: excellent in both speaking and writing
COMPUTER PROGRAMS
1.  Proficient in Microsoft Office package (Word, Excel, Power Point, Outlook, Access).


2.SMT Kingdom (Basic)


3.Oil Field Management (Basic)


4.PetroSys

5. AutoCAD


6.Adobe Photoshop and Illustrator


7.Gint Program


8. InmagicDBTextworks Data Management
TRAINIGS AND SEMINARS
MS Office 2007 Advance - INFORMATICS Training Centre


January 14 to 17, 2008

Fundamentals of Oil and Gas Exploration & Drilling - PetroSearch





Nov. 28 to 30, 2006




Mastering AutoCAD 2006 - OMINIX International





January to February 2006
Adobe Photoshop and Illustrator CS2 Version - Dubai Cultural Scientific Institute





14 April to 19 May 2006




SMT Kingdom Database




July 2010




Oil Fields Management (OFM)– Schlumberger





15 to 17 August 2011




Basic Drilling Technology –PetroSkills





23 to 27 June 2013
PERSONAL PROFILE

Date of Birth:

14 September 1972




Place of Birth:

Cebu, Philippines

Status:


Single
Gender:

Female

Nationality:

Filipino


