Cresanto Germano
Email: cresanto.342962@2freemail.com
EXECUTIVE ASST./ ADMIN. ASSISTANT/ PROJECT SECRETARY (BUSINESS ADMINISTRATION) - BUSINESS ADMINISTRATION
Abu Dhabi
WORK EXPERIENCE
ADMIN. ASSISTANT/ SECRETARY (BUSINESS ADMINISTRATION)
BUSINESS ADMINISTRATION - February 2014 to January 2017
Company: PETRO RABIGH RIIPED PROJECT (UNDER DAELIM SAUDI ARABIA - SUPPLIED TO PMT OFFICE)
Company Industry: Oil / Gas Construction
Location RABIGH
Department: PMT (PROJECT MANAGEMENT TEAM-SUMSAUDI ARAMCO)
Job Description:
Provide secretarial and administrative support to Business Administration.
Assist staff vacation tracking and balances for employee leave and processing of Time sheets. Serve as internal direct administrative contact and liaison of the Project management Team. Keep records and monitoring of business mobiles & bravo, and employees vehicle. Coordinate with Contractor maintenance and housekeeping of Project Management Team. Prepare purchase, material and incidental requisitions when required.
Monitoring and control Projects Pool car vehicles and Driver.
Perform and coordinate internal and external functions and gatherings of the Project management Team. Responsible of Incoming and Outgoing Courier of the Division.
Take care of correspondences and sign for incoming papers.
Maintain and monitor employee's room and cubicle assignment and so as their office supplies. Performs miscellaneous job-related duties as assigned by the Business Manager.
ADMIN. ASSISTANT/ SECRETARY
AL HABIB CONTRACTING COMPANY - September 2012 to September 2013
Company: YANBU ARAMCO (SMP) YASREF - Under AL HABIB CONTRACTING COMPANY Company Industry: Oil / Gas Construction
Location YANBU SAUDI ARABIA
Department: INTERCONNECTING AND UTILITIES / ENGINEERING DEPT.
Job Description:
Provide administrative and secretarial support to the Sr. Project Engineer & Process Manager.
Maximize office administration efficiency and productivity through proficient workflows.
Review administrative, clerical and staff records to ensure completeness, accuracy, and timeliness.
Coordinate and facilitate boss calendar to arrange appointments, meetings, and conferences; in regular contact with industry.
Coordinate and supervise activities of various administrative, clerical, and support staff within the department
Prepare internal and external correspondence.
Handle confidential files and records, including correspondence, and staff documentation.
Act as liaison between the manager, subordinates or others, by transmitting directives, instructions and assignments and following up on the status of assignments.
Maintain good relationships with other administrative, Operations and support staff.
EXECUTIVE SECRETARY (Head Office)
Saudi Arabian Trading & Construction Company  -  Riyadh - March 2010 to September 2010
Company Industry: General and Airport Maintenance Trading
Location Riyadh, Kingdom Of Saudi Arabia
Department: Logistical & Airport Support Services
Job Description:
Prepare correspondences and reports. Set up travel arrangement.
Answer telephone and handle in appropriate manner. Set up and coordinate meetings.
Meet and greet client and visitors.
Maintain hard copy and electronic filing system.
Perform general clerical duties: photocopying, faxing, mailing, scanning, and filing. Coordinate project based work.
Supervise support staff. Other duties as assigned.
ADMIN. SECRETARY ( Head Office )
Badael Gen. . Est - September 2008 to December 2009
Company Industry: Construction / Building / Engineering
Location Head Office- Mashoor St., Jubail City, Kingdom Of Saudi Arabia
Department: Administration
Job Description:
Provide general office functions: answer telephone calls, sort & route mail, operate copier & fax machines. Updating confidential personnel information
Maintaining filing and record retention system Assisting facilitation of iqama & passport renewals
Take care of correspondences & sign for incoming papers Manage visitors and facilitate meetings.
Perform any work related duties as requested by the Admin. Manager.
PROJECT MANAGER SECRETARY
Site Office - November 2007 to September 2008
Company: Badael Gen. . Est.
Company Industry: Construction / Building / Engineering
Location SWCC-Thalia- Construction Of The Main Mosque Extension
Department: Operations
Job Description:
Prepare and maintain letters & technical documents:
· Daily Report 
· Monthly Progress report 
· Minutes of Meeting 
· Inspection Request 
· Material Approval 
· Shopdrawings submittals 
· Qoutation for Construction 
· Delivery Note 
Managing external and internal business communication.
Take care of correspondences and sign for incoming papers
Manage visitors and facilitate meetings
Assisting in the management office
Perform any work related duties as requested by the Project Manager.
ADMIN. ASSISTANT
Panda Chin Rest - February 2003 to December 2006
Company Industry: Food & Beverage / Catering / Restaurant
Location Tomas Morato Avenu Q.C., Philippines
Department: Administration
Job Description:
manage and control employees document record keeping
coordinate daily on going business related to the requirements of the management update employees contract
take care of correspondence and sign for incoming papers.
SERVICE STAFF
The Heritage Hotel Manila  -  Manila - August 2001 to January 2002
Company Industry: Hotel / Hospitality
Location Pasay City, Manila Philippines
Department: Food & Bevarage
Job Description:
attain hotel guests food and beverage order from time to time perform any work related as requested by the department head.
SERVICE STAFF
The Westin Philippine Plaza - September 1999 to February 2001
Company Industry: Hotel / Hospitality
Location Roxas Blvd, Pasay City Manila Philippines
Department: Food & Beverage
Job Description:
responsible of attaining hotel guests food and beverage order from time to time perform any work related as requested by the department head.
RECEIVING CLERK
Chowking Foods Corporation - September 1998 to March 1999
Company Industry: Food & Beverage / Catering / Restaurant
Location Muntinlupa Philippines
Department: Dispatching
Job Description:
attain company owned and franchise outlet of raw materials order check, edit and encode all orders then submit to warehouse department
SERVICE STAFF
Shangri-la's Mactan Island Resort- December 1995 to April 1996
Company Industry: Hotel / Hospitality
Location Punta Engano Mactan Cebu Philippines
Department: Food and Beverage
Job Description: attain hotel guests food and beverage order
EDUCATION
Bachelor's in Education Field
University Of San Jose Recoletos  -  Cebu City
June 1990 to October 1995
ADDITIONAL INFORMATION
SKILLS
Skill Level of Proficiency Remarks
1 Admin./ Secretarial proven skills possess excellent communication, inter personal skills 2 Customer Services Relation Customer Service Oriented
3 Computer Literate-Windows Based Software-Microsoft Word, Excel & powerpoint Efficient & Literate
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