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To work in a globally competitive environment on challenging assignment with rapid professional growth which will afford me an opportunity to effectively utilize my abilities for a continuous value addition and growth along with the organization, so as to contribute maximum to the concern I work for.
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Holistic Solutions Fire Safety & Security Services (HSFS) – Abu Dhabi, UAE

Feb 2015 – Present
Marketing Manager/Document-Cost Controller/QA/QC
· Reported to the CEO and Technical Team regarding incoming queries and developed a clear strategy for providing clients with our best offer/proposals
· Responsible for a Day-to-Day Document Management Workload, emails, queries and distributing to the concerned personnel for their information
· Responsible for Approval of Internal Documents related to Marketing
· Maintain and arrange schedule of all the engineers assigned for weekly meetings/Site Visits. Duty includes set-up and coordinate meetings
· Visited clients in various industries to promote/Market our Products & Services
· Responsible for accurate management and safeguarding of documentation generated by the project team, contractors and suppliers in support of the day-to-day operation of the project and in a manner that will enable all relevant parties to quickly retrieve them
· Control all aspects of project documentation on multiple simultaneous projects, utilizing various control methods/systems
· Ensure all templates used with the department conform to the Company standard
· Ensure all documentation provided is as per Client quality formatting requirements. Formatting may include correcting templates, fonts and style, pagination and numbering and other activities that may be required to achieve a client’s documentation requirements
· Prepare, operate and update Document Control Procedures in line with the Company’s Document Management System
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United Integral Events Management (Sister Company of HSFS) – Abu Dhabi, UAE

Feb 2015 – Present

Events Manager/Marketing Executive

· Reported to the CEO and Coordinate all operations and details of event together with our Partner from the UK (PennWell)
· Plan the event with team from start to finish according to requirements, target audience and objectives

· Come up with suggestions to enhance the following event’s success
· Power Generation Middle East 2015 event – Held in ADNEC

· Power Generation Middle East 2016 event – Held in ADNEC
· Handled the Partnership and Sponsorship Meetings and Agreement in the Middle East
· Source and negotiate with vendors and suppliers
· Lead promotional activities for the event
· Set up booths, flowers, decorations, and other event decor
· Ensure event is completed smoothly and step up to resolve any problems that might occur

· Analyze the event’s success and prepare reports
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Ecoman Consultancy, Solutions & Training – Abu Dhabi, UAE

May 2014 – Aug 2014

Sr. Training Officer/Marketing Executive
· Reported to marketing manager regarding incoming queries and developed a clear strategy for the training plans for Oil & Gas companies
· Worked closely with marketing teams to create proposals
· Handled clients queries and tailored the training courses that fit their requirements
· Visited clients in various industries to promote our yearly training plans for public and In House courses
· Plan, organize, and execute marketing and sales programs

A.S. Sushi & More – Sherborne, UK

Dec 2013 – May 2014
Family Business/Co-owner/Sales Representative

· Supporting and managing the operations of the company

· Dictating prices for specific products
· Serving and addressing customers with the upmost courtesy during events
· Determining market sentiment via research, valuation and data analysis

PetroLab Engineering – Abu Dhabi, UAE

Nov 2012 – Dec 2013
Secretary/Front Desk Receptionist
· Reported to the CEO on a daily basis while keeping strict confidentiality of documents
· Organized appointments, emails/faxes and shipments to be distributed to different departments
· Served as first point of call in person and via telephone to clients
· Reviewed CVs and made responsible for inviting local and international job applicants to interview
· Dealing with incoming calls both locally and internationally and directing them to the concerned personnel
· Handling daily attendance of all employees, maintaining the filing system, updating computer records and providing secretarial and administrative support
Training Officer/Course Coordinator

· Established and maintained a professional relationship with valued clients in various industries. Including oil, chemical, petrochemical, construction firms, process and engineering (ADNOC, ARAMCO, SABIC, QATARGAS, QP, ORPC, PDO)
· Responded to client queries and tailored their training courses to fit their requirements

· Marketed specified course with the target clients, managed my own time to meet the high standards of customer care required
· Handled client complaints and made necessary actions to resolve issues
· Ensured training requirements were adequately specified and documented
· Ensured training provision met clients requirements and were evaluated appropriately
· Established the effectiveness of training and acquired feedback on the courses needed for future planning/management information
Quality Control/Course Planner

· Held training material in line with changes from the instructor or client
· Individually researched, created and distributed training-related material (course overviews) and facilities
· Supervised and supported new planners. Briefing them with their job description as well as the company background

· Assisted in the preparation of a yearly training plan, bulk enquiries and the schedule of both public and in-house courses
· Managing the increasingly competitive and sometimes conflicting demands of client enquiries 

· Finding the right instructors for the course. Particularly when needing to find specialized courses like drilling, mechanical engineers, Well completion engineers, CCNA, PMP-RMP, Value Engineering
· Maintained a monthly update of the course list and course classification, the most restricted document of the company and only controlled by the CEO and DGM that is related to the training schedule
· In charge of quality control and monitoring the distribution of all client overviews and materials. Correcting any necessary revisions


· Personal Skills: Fast learner, hardworking, self-motivated, adaptable/flexible, responsible, thrive under pressure, high-level writing skills and excellent verbal communication skills, exceptional at presentations and public speaking, Detail-oriented, dependable and trustworthy.
· Computer & Technical Literacy: Proficiency with Microsoft Word, PowerPoint, Excel. Proficient in using XP, Vista, Windows 7 and MAC OS Computers
· Planning, Organizing, Negotiating, Marketing
· Teamwork Skills: Confident at leading and work well with others to pursue a common goal
· Pre-Proposal Planning, Proposal Management and Writing,

· Content Management, Proof Reading and Editorial Skills,

· Capability to automate and standardize proposal writing, costing tools

· Project Management.


· 1yr. Certificate in Health Aide (BSN) -  S.Y. 2011-2012
Camarines Sur Polytechnic Colleges (CSPC), Philippines 
· BS in Office Administration -  S.Y. 2008-2011
Camarines Sur Polytechnic Colleges (CSPC), Philippines
· High School Diploma -  S.Y. 2003-2008
Saint Francis of Assisi College (SFAC), Philippines 

Age: 24
Civil Status: Single
Nationality: Filipino
Visa Status: Employed
Languages: Filipino, Fluent English, Basic French & Dutch
I hereby certify that the information mentioned above is true to the best of my knowledge.

_______________________

Applicant’s Signature
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