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JAYBIE
JAYBIE.342218@2freemail.com  

CAREER OBJECTIVE 

Seeking a challenging and rewarding career in diverse environment where I can utilize my experience, education and skills that can provide a dedicated and result oriented management and be a part of company’s success.
CAREER QUALIFICATIONS 
· Strong knowledge in Tender Submittal and Project Documentation (from tender up to project close out).

· Well versed in Microsoft Word, Excel, Power Point and Outlook.
· Results oriented even under enormous time pressure. Experience working in fast-paced, deadline-driven environment.

· Well organized and focused in coordinating sales and projects with administrative support.

· Multi functional ability, self motivated, dynamic and result oriented with a desire for continuous learning and innovation.
· Customer oriented; maintain focus on customer needs and business capabilities

· Good sense of positive communication skills towards people to achieve the goals as a team. Deliver results through others

· Clear understanding of the needs of his customers within his own functional area and is capable in making proper analysis, which lead to setting the project priorities and optimize deliverables in time.
· Awareness in International Organization for Standardization (ISO 9001:2008).
EXCEPTIONAL ATTRIBUTES
· Professionally committed and responsible
· Adapt easily to new situations
· Strong initiative in learning

WORK EXPERIENCES
 ADMIN EXECUTIVE ASSISTANT / DOCUMENT CONTROLLER
Ferropan Oilfield Services & Supplies LLC, Abu Dhabi UAE
May 04, 2014 – Present

PA to the General Manager / Senior Management
· Setting up of appointments with prospective clients for business development.

· Arranging meetings.

· Assisting to obtain links to possible business opportunities and then doing the necessary ground work to locate the right contact and setting up appointments.

· Working in close coordination with General Manager and keeping record for his travel plans.

· Provides a complete secretarial and administrative service to senior management.

· Relieves the Administration Manager in his absence.

· Update and remind the General Manager / Senior Management of their meetings.

· Developing computed presentation, generating reports, take down dictations and supervise the overall admin functioning of the office.

· Keeping minutes of office day to day events/minutes and coordinating with the Manager.
· Prepares agendas and coordinates arrangements for committees, conferences, and other meetings as required. 
· Upon request, records minutes of meetings and distributes them to concerned attendees. 
· Performs additional duties as assigned by superiors
Office Administration
· Handling office consumables, stationery and advertising brochures and maintaining a reasonable inventory.

· Assisting in monitoring necessary office licenses, rentals and visas.

· Assisting in boarding and lodging of clients visiting Abu Dhabi office, hotel reservations and arranging airport pick up, etc.

· Providing support to Public Relations Officer and administrative support to the team including typing up letters, e-mails and other relevant documentation with minimal supervision as well as other general office administration.
· Maintain confidentiality while handling office documents, files/papers and monitor the mails/faxes that concerned departments receive from various sources.
· Compiles data and prepares documents and correspondence for the management as requested; transcribes dictation and composes confidential correspondence, reports, presentations and other documents that may include but is not limited to word processing/ typing of letters, memos, forms, policies and procedures
Office Reception
· Keeping office manned during office hours

· Phone / fax handling and management

· Attending to guests visiting office.
· Answered the correspondents through email and update the supplier for the status.
Documentation Management
· Handling the Pre-qualification Registration in ADNOC Group of Companies.
· Reviews, Assesses and follows up the pre-qualification submissions to ensure completeness and related information, expresses preliminary recommendations, prior circulation to other parties.
· Ensures and inputs all data, related to the Registration & Pro-qualification process, into the computerized commercial Directory and Tracking software for maintenance and online updates of records.
· Preparing Expression of Interest, Pre-qualification and Tender Bid submittals.

· Technical and commercial proposal preparation (typing) and online tender submissions.
· Correspondence handling under Manager’s supervision

· Handling projects invoicing, receivables and follow up
· Document archiving and controlling tenders with related correspondence and Contract Documentation.
· Prepares a wide variety of reports and written materials such as correspondence, agendas, minutes, tenders, weekly & annual report and master calendar.

· Review the Instruction to tender (ITT). Gather and preparing all the documentation require for the bid document and ensure the proposal is delivered as per submission deadline.

· Maintains a variety of computerized and manual records, files and office databases.
· Set up project files and maintain document control.
· Responds to enquiries from a wide variety of internal and external parties such as office staff, field employees and clients.

· Confirm and verify client’s Purchase Order terms against with submitted proposal.

· Preparing the cost estimate and internal order form to ensure the projects within the budget.
· Handle/coordinate various oil and gas project documentation applies a Quality Management System according to ISO 9001:2008.

· Consulting with Business Development Manager’s, Project Managers, Technical Manager, Project Engineers and other personnel that are involve in project.

· Liaise with client’s/consultant’s document controller to ensure the submittals are aligning as per the requirement/guideline.

· Responsible for establishing and maintaining effective documentation log/system. Ensuring that all incoming, outgoing and design documentation are accurate, up to date and accurately distributed to relevant parties. Filling all related project documents (hard and soft copies).

· Coordinating labour resources, procurement list and delivery materials, plant and equipments as part of mobilization stage.

· Preparing a security passes application for personnel (engineers, technician, electrician, drivers and labourers), vehicle, materials, tools and equipments.
· Interpreting and preparing Material Approval submittal, Quality and Health & Safety Manual submittal, Shop Drawings submittal, Inspection and/or Testing Request (ITR), Test Results, Request for Information (RFI), Training /System manuals, Snag Lists, Closeout Documentation and As-Built Drawings as project requirement.
· Maintaining a current Active Contract database.

· Assist the team with completion of other general company tender details as well as submitting and following up with enquiries

· Preparing weekly report for Current Projects, Quotations Submitted, Request for Quotation and submitted Bank Guarantees.

· Other duties as assigned.

BRANCH HEAD

Acabar Marketing International Inc.

JM Bldg. II Osmeña H-way San Isidro Makati City, Philippines

March 14, 2011 – March 31, 2014


· Responsible for recruiting applicants and pooling of personnel for branch personnel requirements.

· Meets and discusses with clients branch admin/account group heads/operations manager on procedure and mechanics of projects and activities for implementation in branch level.

· Responsible for conducting branch preliminary screening for project and other promotional activities that require manpower pooling.

· Assists in providing the necessary training, orientation and briefing to qualified branch promo and merchandising personnel before deployment.

· Assists in the issuance of and controlling of merchandising equipment and other materials o merchandising promo personnel

· Responsible for supervising and motivating branch promo and merchandising personnel.

· Maintains branch excellent working relationship with clients and establish good rapport with outlets representative.

· Monitors branch merchandising and promo personnel performance (attendance, behavior, grooming, following instruction and merchandising skills).

· Maintains close coordination with clients and other Co. Departments personnel regarding accounts requirements in branch level.

· Responsible for monitoring manning deployment.

· Responsible for implementing and monitoring of company policies and procedures, also responsible in issuance of disciplinary memo to erring branch personnel.

ADMINISTRATIVE OFFICER
City Engineer’s Office

P.Herrera St., Batangas City Philippines

July 1, 2009 – December 30, 2010

· Prepare liquidation of fuel consumption of vehicles

· Encodes different documents and other pertinent data.

· Prepares trip tickets

· Prepares correspondence, report and documents for bid submissions.

· Encodes all documents & other pertinent data.

· Receive files and keep miscellaneous details.

· Other clerical works assigned by the supervisor.

SUPERVISOR
Mealbox @ Biopolis

30 Bipolis St., #01-01 Matrix Building, Singapore 138671
March 14, 2009 – May 20, 2009
· Provide the highest level of service to the guest, extend to its customer and the way it serves the meals and ensure that the guests are satisfied with service they receive.
· Promote customer loyalty thru the service they received, ensure healthy and safety rules are complied.
TEAM LEADER/ GLOBE-MY AVON AGENT
Acabar Marketing International
JM Bldg. II, Brgy. San Isidro Makati City, Philippines
January 16, 2007 – January 31, 2009
· Responsible in making sure that assigned daily tasked such as
· My Avon sim distribution and activation

· AutoloadMax selling (top-up)

· My Avon promo announcement and promotion
HRD CLERK/Document Controller
ALPS Transit Corp.

Diversion Road, Balagtas, Batangas City Philippines

June 05, 2006 – December 29, 2006

· Attending mandatory conference

· Preparing company memos and other assessments

· Preparing and filing employees SSS, Phil Health & PAG-IBIG premiums schedule

· Assisting Liason Officer in preparing legal documents

· Encoding data’s & filling all documents
· Receive & distribute documents to other relevant Managers.

· Update & maintains all technical registers

TRAINING
AUTOCAD I – BASIC

Advanced Business Consultancy Centre Phils. Inc.
November 2009

EDUCATIONAL ATTAINMENT
Bachelor of Science in Customs Administration
Lyceum of Philippines University - Batangas
 

2006
PERSONAL INFORMATION
Citizenship

:
Filipino
Date of Birth

:
October 22, 1985
Age


:
31
Civil Status

:
Single
Visa Status

:
Residence
