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Maritess
Maritess.310839@2freemail.com 
Snr. Office  Administrator / Technical Assistant/
Contract Assistant/Procurement Coordinator
MARITESS RICABLANCA LOMANGAYA 

Profile

A Bachelor of Science and Business Administration Major in Management  with hands on knowledge and experience in the preparation of invitation to tender (contractors) preparation of VOs, Contracts Distribution and administrative task related to Planning/Cost Estimation, Contracts, Finance and Procurement.
Level of Experience

13 years of industrial working experience and as well as in the field of Oil and Gas industry.
Fields of Experience 

Have worked for clients, consultants and contractors in the oil, gas industry in several positions as a Senior Office Administrator, Technical Assistant/Executive Secretary and Procurement Coordinator. 
Professional Experience

a) Tebodin ME (Seconded to ADCO) Senior Office Administrator (PMC) – January 2013  to March 2016  
b) CH2MHILL (Seconded to ADCO) Technical Assistant/Secretary (PMC) –Aug 10 to Dec 12 (2yrs & 4months)  

· Prepare and disseminate information to appropriate employee regarding contract status, facilitate contractor meeting.

· Managing paper work associated with contracts, programs, projects and services provided.

· Working with project manager engineering professional and others to insure goals are met.

· Provides the highest standard of administrative (secretarial and clerical) support to Vice President Planning and other senior staff (Planning & Cost Estimation Manager, Team Leader Contracts and Team Leader Finance) with the highest degree of accuracy combined with excellent communication and proficiency skills at organization levels.      

· Collecting and analyzing data associated with projects undertaken, and reporting on project outcomes.

· Responding to inquiries and resolving the problems concerning contracts, programs, projects, services provided, and person affected
.

· Ensure strict implementation of office systems and procedure (Time Management Monitoring system, online leave request, and corporate template). Coordinates with IT staff to update the system.

· Advising senior management on matter requiring attention and implementing their decisions

· Assist in the preparation of tender documents and route functional review such as Engineering Variation/Construction/ EPC Variation/ Draft Contract.

· Issued invitation of tenders to contractors / packages to tenderer.

· Receiving commercial bids/ technical bids/ tender bond for tender opening committee (Engineering & Major Projects)

· Prepares and finalized weekly agenda, weekly report from planning & cost estimation manager, team leader contracts and team leader finance for planning & Support EP and to be discussed in weekly meeting attended by SVP,VP’s and managers. 

· Reviewing and arranging new office accommodation.

· In-charge of Planning& Support (E&P) filling systems ensuring that documents are easily available for reference. Ensures that systems and standard on office procedures proper filling to a specific reference number with highest degree of confidentiality.

· Focal point/ coordinates with general services and IT division for office movement (allocation of new offices for newly-hired staff, shifting, PC & workstation hardware, installation telephone connection). Ensures effective coordination with other office administrator, technical officers / assistants from within and outside E&P. 

· Receives incoming memo, fax and letters internal external register to document tracking log incoming and outgoing.

· Prepares letter for oilfield security pass and send to HR with all relevant documents

· Coordinates with the project managers each assets and shareholders ADNOC for quarterly meeting.    

Al Jaber Energy Services (VP – Corporate Procurement)
 Procurement Coordinator - Nov 2005 to Jun 2010 (4yrs)
· Organizing and maintaining diaries and making appointments
· Maintain community specific documents (community specs, options, etc.).

· Communicated with all levels of management in the areas of planning, purchasing, logistics and operations

· Maintain records retention and applicable databases

· Performed contract administration duties such as issuing authorized contracts, amendments, etc.

· Interface with the Home Office Risk, Records and Audit Management departments.

· Created product specifications sheets for [company name].

· Coordinate and track the execution of contract documents by supplier and Pulte.

· Coordinated with planning and scheduling, field material coordinators or jobsite project expeditors and construction to establish priorities, sequenced and required delivery dates and instructed suppliers

· Reviewed purchase order claims and contracts for accuracy and conformance to company policy

· File and/or distribute contract documents for division(s) within Zone.

· Manage and file signed Master Trade Agreements, Scopes of Work, signed Schedule A’s.

· Perform related administrative duties, as assigned.   
Technomix Sanitary FZCO Jebel Ali Free Zone Dubai UAE 

Receptionist cum Secretary-June 2003 to Nov 2005 (2yrs & 5mos)
· Performing the following office routine activities i.e., handle e-mails, faxes and telephone calls, receives / sort out mails, and maintain filing system.
· Performs vital function towards ensuring an organized and systematic office set up, Assist direct superior obtaining detailed meeting minutes emphasizing highly on an error free report.
· Handles the daily schedule of activities for the immediate superior whilst ensuring that the appointments as well coordinated and directed to the concerned parties, Controls pertinent records of each clientele; keep an inventory of an updated file and have these instantly available during reviews and audit.
· Handles busy switchboard thereby ensuring all incoming and outgoing calls are immediately provided with the required assistant, Answer queries on issues relating to general information about the organization thus portraying a professional background of the company towards its costumer.
· Receives the clientele in a warm manner and providing them with preliminary costumer service
· Secretary of sales department/ preparing the quotation from the buyer’s inquiry.
· Preparing the documents papers for import/export i.e., handle bill of entry, bill of lading & costums papers.
· Preparing the invoice, delivery order to our warehouse and preparing the letter for requesting the goods from other two warehouses

Education

College:  
 University of the East Manila, Phil (October 2002)            
Bachelor of Science in Business Admin 









Management
  
Skills

Computer literate MS Office 2000 (Word, MS EXCEL, Access, PowerPoint and Adobe Photoshop 7.0)

Training: Microsoft Office Excel 2003 Intermediate level, EXCEED IT services Abu Dhabi, UAE

System: 

EDMS (Electronic Document Management System) For Oil and Gas/ Maximo 6.2 (Oil& Gas) /ADAMS 
Languages

English, Filipino
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