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OBJECTIVE 
To secure a career as Senior Executive Secretary/Personal Assistant or HR/Admin. Secretary/Administrator/Technical Secretary/Training Coordinator with an equal opportunity employer who do not discriminate based on race, religion, gender, age, sexuality, gender identification or physical ability; where personal and professional development is encouraged and diversity is celebrated; for me to effectively contribute and utilize my knowledge, skills and experiences in meeting the company’s mission, vision and goals. 

PROFILE

Senior Executive Secretary and Administrative support professional (with over 14 years’ experience as Executive Secretary/PA and HR & Admin. Secretary/Training Coordinator) offering versatile office management skills. A strong planner, multi-tasker and problem solver who readily adopts to change, works independently and able to juggle priorities and meet tight deadlines without compromising quality.

Job Specific Skills:  Executive Office Support ● HR & Admin. Operations ● Corporate Social & Sporting Events ●  ERP/ORACLE HR Core 
Competencies:  Result- Oriented ● Microsoft Word ● Excel ● PowerPoint ● Attention to details 
WORK EXPERIENCE

UNITED ARAB EMIRATES: 

NOVEMBER 23, 2011 to APRIL 27, 2016 (4 years & 5 months)
LAMPRELL ENERGY LTD.

Hamriyah Free zone, Sharjah, UAE

· HR & ADMINISTRATION SECRETARY & TRAINING COORDINATOR reporting directly to the HR Operations Manager.   Provided executive support to the Group HR Manager and the VP for HR and Administration, took down, transcribe and circulate Minutes of Meetings.
· ADMINISTRATOR/PUBLISHER of the HR & Admin Department in the Lamprell Connect (company’s intranet).  Published the following: HR & Admin.- related Internal Memorandum & Announcements, photos, designation & department of newly joined employees in the New Arrival Section of the Lamprell Connect, Birthday celebrants’ photos & greetings, Employees’ accomplishments/awards/anniversaries, Employment vacancies (internal and/or external) with detailed Job Descriptions from Recruitment Dept.  In coordination with IT Department, posted the final results of social & sports events like Lamprell’s Got Talent (LGT), Annual Management & Clients Golf Day, football, basketball, bowling, cricket, badminton, etc. 

· TRAINING COORDINATOR – Organized employees’ local in-house, external and foreign trainings from departments’ nominations, sourcing training providers, payment to actual training proper and circulation of training certificates.  Prepared Power point presentations for internal Lunch and Learn Skills Training. 
· COMPANY’S SOCIAL EVENTS COORDINATION - Assisted the HR Manager for Social Events in organizing company- sponsored social & sporting events like bowling, badminton, football, cricket, basketball, Lamprell’s Got Talent, Annual Management & Client’s Golf Day and HR & Adm. Inter-department get together parties.
· OTHER ADHOC DUTIES - One of the 3 Fire Wardens of the HR & Adm. Dept., In-charge of Printer & Scanning Machines fault reporting & maintenance, organized HR & Admin’s inter-facility monthly birthday celebrations.
Key achievements (cost saving initiatives):
· Published time-sensitive announcements, memorandum and correspondences via our intranet.

· decreased paper wastage by scanning and saving documents directly on my pc specially   

Training feedback forms and certificates and petrol receipts for reimbursements.

· Efficient use of the Outlook calendar in monitoring monitor meetings/presentations and alerting the attendees at least a day then 15 minutes before the actual event.

· Actively participated in the Bright Ideas initiative where we monitor the suggestions of employees towards cost savings.  Each one of us in the team was given task of following up suggestions directly from the Owners.  I usually closed the suggestion even before the deadline.

· Consistently one of the topnotchers in submitting our monthly SOAP (Safety Observation Audit Program) cards.  It is a program where we looked for safety hazards within the office and even in the yard.  We need to submit at least 3 cards a month.  I usually have 5 or more SOAP cards a month.

· Coordinated with our IT/ERP team with the approval of my line manager to get refresher trainings to be up-to-date with technology, the latest of which are the iExpense and iProcurement.
JULY 14, 2011 to NOVEMBER 22, 2011 (4 months)
(Integration Period)
MIS/LAMPRELL GROUP OF COMPANIES

Khalid Sea Port

Sharjah, UAE

· EXECUTIVE SECRETARY provided secretarial & administrative support to the newly-integrated Sharjah Facility Team composed of General Managers Sharjah Facility; Operations Manager, from Lamprell and the EVP and VP from MIS.
AUGUST 2003 to JULY 13, 2011 (8+ years) 
MARITIME INDUSTRIAL SERVICES LTD. CO. (MIS)

Khalid Sea Port

Sharjah, UAE

· EXECUTIVE SECRETARY for more than eight (8) years.  Provided comprehensive, high-level executive secretarial/administrative support to top level senior executives and company management. Ensured that the functions, operations and priorities of the concerned top level management are effectively performed. 
JANUARY 2002 to JULY 2003 (1 year & 6 months)
MARITIME INDUSTRIAL SERVICES LTD. CO. (MIS)

· Site Project Secretary to MIS’ client Anadarko, Arco, Qatar (formerly BP-Arco Qatar) for its Al Rayyan Oil Development Project.  Provided high level senior secretarial, administrative and other miscellaneous services to the Site Project Management Team (SMT) composed of more than 30 members; in addition to Operations Staff, Vendors and Subcontractors.  Coordinated and liaised with the Project Management Team (PMT), the Doha Main Office and the Al Morjan Offshore Office. 
From 1992 to 2002 
RAMADA WATCHES TRADING LTD.  1997-2002

RAMADA GENERAL TRADING  1994-1997

AL TADAMON READYMADE GARMENTS & BLANKET FACTORY  1992-1994

· Secretary to the Managing Director for more than ten (10) years.  The company was dealing internationally with branded watches, jewelries and export quality readymade garments

EDUCATION AND CERTIFICATIONS

· Graduate of 4 years Business Administration Course

                 Major in Management, Minor in Marketing, 1985


Philippine Christian University
· Graduate of 2 years Associate in Business Technology 

         (Secretarial Course) – 1979

         Makati Polytechnic College

TRAININGS ATTENDED

· Lamprell’s various in-house Health, Safety, Environment (HSE) & ERP/Oracle HR Core and Self Service Trainings conducted by the ERP/IT Department

From 2011 to 2016

· Microsoft Excel 2007 

Levels 2 & 3

New Horizons Computer Learning Center
October 10-12, 2010

· Advanced Executive Secretary Workshop/Training
Institute for International Research (IIR)

Crowne Plaza Hotel, Dubai

February 8-12, 2009

· Occupational Health & Safety Management System (Bureau Veritas)
       Internal Auditor Training Course

       OSHAS 18001 Training Course (based on OHSAS 18001:1999)
 MIS – Sharjah, UAE

 September 26-28, 2009

·  Stress & Time Management Training

 Zabeel Institute, Dubai, UAE

 5 November 2008

·  Medic First Aid International

 Certificate of Recognition  
 Medic First Aid Training Program – Basic Plus

 Sharjah, UAE

 17 March 2008

·  Dynamics & Techniques of Supervision

 Ateneo De Manila University (Graduate School of Business)
 Makati City, Philippines

 June 4-27, 1990

CERTIFICATION
I hereby certify that the above information is true and correct to the best of my knowledge.



