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ARCELIE 

ARCELIE.351803@2freemail.com 
 

	PERSONAL INFORMATION

	
	Born on March 11, 1976 at Valenzuela, Bulacan, Philippines. Married, Female, 100 lbs. and 5’ 3” in height. Trustworthy, hardworking, quick learner and can work under pressure. Can easily adept to new environment. Willing to undergo training and be assigned in different areas of endeavor. 

	Career Objective
	To seek a challenging position in a growing company that provides opportunities and enables me to enhance my skills and abilities for further advancement in my field.


	WORK EXPERIENCE

	     STRABAG / ZUBLIN

     Middle East Group
     January 2007 – Present
	A total of 10 years administrative experience within STRABAG / ZUBLIN Middle East Group as Executive Secretary to the Management / Project Secretary and MEP Tendering Procurement at present.

	STRABAG Abu Dhabi LLC

Branch office - MEP Middle East

Secretary / MEP Tendering Procurement  

November 2013 - Present
	· To support preparation of MEP Tenders and Site Procurement for the Company within the scheduled time frame.  

· Prepares Bill of Quantities (BOQ) for MEP tendering projects;

· Support in preparation and development of Bill of Quantities using ITWO software;
· Sends and prepares RFQ and  coordinates with suppliers for prices of items required for estimation;
· Coordination with subcontractors who are willing to participate in bidding for certain tenders;

· Documentation of offers received for each tender;
· Maintenance of vendor / subcontractor database;
· Assists in initial stage of projects so as to request final quotations received for project;
· Floats inquiries to suppliers and subcontractors in coordination with Estimation Engineers;
· Checks and update the Price Comparison sheet.;
· Prepares Requisition Order and assist in processing of Local Purchase Order (LPO) of required materials;
· Any other duties as may be required by the company.

	Ed Zublin AG – Yas Club Project 

(The One – Yas Island, Abu Dhabi)

Project Secretary

December 2012 – November 2013


	· Provides personal administrative support and assistance to the Project Manager;
· Prepares and send correspondence;
· Coordinate meetings and appointments with the PM and Subcontractors;
· Maintains calendar and diary schedule of the PM;
· Prepares and sends various document submittals;
· Monitor and prepares monthly time sheet;
· Handles Document Control duties during absence;
· General Administrative and clerical support to the project staff;
· Perform other related functions and services at times needed.

	STRABAG Abu Dhabi LLC
Branch Office – Abu Dhabi, UAE
Secretary to the Operations / Projects  Director Middle East
April 2011 November 2012
Regional Head Office Middle East

Secretary to the Commercial Director Middle East
May 2008 – March 2011

STRABAG Dubai LLC 
CEO Office Middle East – Dubai, UAE

Secretary to the CEO Middle East
January 2007 – April 2008
	· Provides personal administrative support and assistance to the immediate superior;
· Prepares and sends correspondences and insures its confidentiality;
· Prepares and updates company profile, group presentation for submission of Pre-Qualification applications;
· Taking full responsibility for diary management, scheduling of meeting and travel itineraries;
· Responsible for screening all incoming and outgoing calls;
· Meet and greet clients and visitors;
· Responsible for general clerical duties such as photocopying, faxing, mailing and filing documents, hard copy and through electronic filing system;
· Coordinates with branches for the updated project list as well as the monthly project reports from site to the management and             head office;
· Research for price quotation and purchasing of office furniture and supplies;
· Handles and summarizes petty cash; 

· Any other duties as may be required by the company.

	Port Saeed Printing Press

Dubai, UAE

February 2006 – December 2006

Secretary cum 

Sales Executive  


	· Provides general assistance to the Managing Director;
· Secure proper handling of files and reference materials;
· Prepares correspondences needed by the managing director;
· Handles and prepares documents to send/receive;
· Prepares Job Orders, Receipt Vouchers, and Invoice

· Looks and finds for prospective clients;
· Coordinates with clients regarding their printing requirements;
· Prepares quotations and sales proposal for prospective clients;
· Respond to and follow up sales enquiries by telephone and personal visits;
· Any other duties as may be required by the company.

	Royal Manchester Five Trading Corporation

Ortigas, Philippines

April 2002 – December 2005

Administrative Officer
	· Performs office management duties;
· Reviews and summarizes purchases, monthly reports, and other financial documents of the company;
· Maintains and updates documents and records on file;
· Monitors billing for reimbursement by company;
· Prepares checks and contracts issued by the company;
· Attends to client needs and queries regarding their contract;
· Updates and monitors all bank transactions, ensures that they are properly funded and within the maintaining balance;
· Any other duties as may be required by the company.

	SM-Department Store

Ortigas, Philippines

March 2000 – December 2001
Head Cashier/Supervisor 
	· Manages cash handling in terms of daily sales;
· Handles customer needs, queries and complaints;
· Provides excellent customer service and satisfaction;
· Supervises all the inventory of the stocks needed in the store.

· Supervises staffs with their daily activities;
· Consistent in handling principal accountabilities of a supervisor;
· Handles Petty Cash.

	QSR Corporation

Kentucky Fried Chicken (KFC)

Q.C., Philippines

January 1998 – September 1999

Assistant Manager

May 1997 – December 1997

Administrative Assistant
	· Monitors and maintains the highest standard of quality, service and cleanliness;
· Manages opening and closing shifts of restaurant operation;
· Controls labor hours, cash handling, wastage and yields on shift;
· Supervises deliveries of raw materials, packaging and operating supplies;
· Consistent in handling principal accountabilities of duty manager;
· Responsible for ensuring good working condition of the equipment;
· Ensures strict compliance of the control measures in the restaurant;
· Responsible for the smarty party operation in the restaurant.

	

	EDUCATION

	COLLEGE 

1993 – 1997


	Bachelor of Science In Commerce Major in Economics

University of Santo Tomas, España, Manila

	SECONDARY 

1989 – 1993


	Meycauayan College

Meycauayan, Bulacan

	ELEMENTARY  

1983 – 1989


	Canumay Elementary School

Canumay, Valenzuela City


	KNOWLEDGE AND SKILLS

	Computer Literacy


	Windows XP, Vista, MS Outlook, Lotus Notes, MS Word, MS Excel, MS Power Point, MS Visio, ITWO Software, Aconex, and Internet Surfing

	Interpersonal Skills


	Ability to work and can communicate well. A team player that can relate more with people. Flexible, open minded and career oriented.


Authenticated credentials & certifications available upon request
