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HENNAH 
Email: hennah.373703@2freemail.com 
OBJECTIVE:
Seeking a position that provides opportunity to apply my functional multi-task skills and educational background. And to continuously acquire the training and expertise needed for career advancement, and to be a part in the development and success of the industry.
PERSONAL INFORMATION
	Nickname
	:
	Angelique

	Date of Birth
	:
	November 12, 1991

	Age
	:
	25

	Religion
	:
	Roman Catholic

	Civil Status
	:
	Single

	Citizenship
	:
	Filipino


WORK EXPERIENCE
Administrative Consultant
	Company
	:
	Project LUNAYVE, Philippines

	Department
	:
	Administrative Department

	Address
	:
	Basswood Bend St. Greenwoods South, Pallocan East

	
	
	Batangas City

	Date
	:
	From April 1, 2017 to Present


Duties and Responsibilities:
· Cost Estimation – estimation of the entire project from start to finish. It is presented to the client until the final approved estimation is acquired. 
· Negotiation with Client – in case of any kind of changes either requested by the client or suggested by the architects and/or engineers, quantity surveyors are responsible for mediating and negotiating with the client until final approved plans and estimation are acquired. 
· Establishment of a Company – designing and composition of required documents in accordance with the guidance and approval of the Architect in charge. 
· Administrative Works 
· Identification and Gathering of Department of Trade and Industry (DTI) and Bureau of Internal Revenue (BIR) Registration 
· Composition of Company Profile – includes mission, vision, operating principles, policies, disciplinary actions, organizational charts, and process flow. 
· Design of Transaction forms,Monitoring formats in excel, and Progress Report format 
· Mentoring of Administrative Secretary 
· Provision of advice on Time Management, Practical Analysis and Necessary Work Habits 
· Teaching Microsoft Excel Formulas 
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Senior High School Teacher
	Company
	:
	STI College – Batangas, Philippines

	Department
	:
	Science, Technology, Engineering and Mathematics

	
	
	Department

	Address
	:
	865 National Road, Kumintang Ibaba, Batangas City,

	
	
	Batangas, 4200 Batangas, Philippines

	Date
	:
	From November 17, 2016 to March 31, 2017


Duties and Responsibilities:
· Teaching Senior High School Students – taught Basic Calculus (Differential and Basic Integral), Probability and Statistics, and Fundamentals of Electricity and Electronics 
· Documentation – composition and submission of regular accomplishment reports, timesheet, grades, report cards, monthly Department of Education requirements, event documentations, and student attendance. 
· Coaching – for grade 11 volleyball girls division during the school’s sports festival 
· Facilitation – for the school’s scrabble tournament during the school’s sports festival 
· Student and Parent Consultation – when parents have questions regarding the performance of their children under the responsibility of the appropriate faculty member. 
· Student Academic Consultation – teachers are required 3 hours to be available to the any academic questions any student may have, as long as the questions pertain to the appropriate subjects a teacher is responsible for. 
· Creative Teaching – planning and facilitating class activities for students to absorb lessons easier. 
Assistant Quantity Surveyor
	Company
	:
	Makati Development Corporation (MDC), Philippines

	Department
	:
	MDC-Greens, COSG Department

	Address
	:
	MDC Building 5, Resala St., Ayala Southvale Village,

	
	
	Along Daang Hari Road, Las Piñas City, Philippines

	Date
	:
	From May 23,2016 to October 30, 2016


Duties and Responsibilities:
· Client Consultation – discussion of client inquiries for landscaping requests and acquisition of plans in partnership with the landscaping architect. Also, budget agreement is finalized. 
· Cost Estimation – estimation of the entire project from start to finish. It is presented to the client until the final approved estimation is acquired. 
· Negotiation with Client – in case of any kind of changes either requested by the client or suggested by the architects and/or engineers, quantity surveyors are responsible for mediating and negotiating with the client until final approved plans and estimation are acquired. 
· Approval of Materials – finding and contacting suppliers and determining alternative materials for unavailable and/or expensive ones used in the plans are discussed with the architects and engineers then submitted for approval of client. 
· Conducting of Bidding for Outsource Services – finding and contacting of contractors for outsource services. Also includes negotiation with winning bidder. 
· Documentation of Project Request – all documents concerning the project are filed and compiled in one container including the plans, permits, letters, list of approved materials, etc. 
· Purchase Order Request – commencement after the official notice-to-proceed in construction. Finding and contacting of suppliers who are able to deliver the materials needed by the construction department. Also, conducting of bidding if necessary. 
· Purchase Order – negotiation with supplier and final approval from the finance department for the acquisition and/or assurance of budget for payment. 
· Project Monitoring – composition and updating of project progression for reporting during the weekly meeting. 
· Budget Monitoring – composition and updating of budget monitoring requested by the immediate supervisor 
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· SAP Operation – done after contract signing and during the purchasing of materials for parallel information with the Head Office at Bonifacio Global City, Taguig. 
	Civil Engineer
	

	Company
	:
	Yazaki-Torres Manufacturing Inc., Philippines

	Department
	:
	Facility Maintenance

	Address
	:
	Barangay Makiling, Calamba, Laguna, Philippines

	Date
	:
	From August 1, 2015 to May 1, 2016


Duties and Responsibilities:
· Field Inspection – regular patrolling of the entire manufacturing plant for any minor and/or major damage on any facility and/or furniture inside the company premises. Damages are documented and submitted to immediate supervisor for checking and approval. Documentation includes photograph of damage and location, input in log book, and job request form. 
· Repair Analysis – analysis of damage when job request is approved. Identification of source and/or cause of damage, steps on how to repair the damage, and identification of materials to be used are done. 
· Cost Estimation of Approved Job Order Request – identification of approximate budget for comparison to contractor prices during bidding process 
· Documentation of Approved Job Order Request –documentation as well as conducting of bidding for job order request. Also included in the process is the negotiation with the winning bidder for final budget agreement. 
· Job Order Monitoring – composition and regular updating of job order monitoring via Microsoft Excel 
· AutoCAD Operation – drafting of plans for the approved job order request for acquisition of Division Head approval and archive. 
EDUCATIONAL BACKGROUND
TERTIARY EDUCATION
Bachelor of Science in Civil Engineering
School : Batangas State University, Batangas City, Philippines Year Graduated : 2014
Undergrad of Bachelor of Science in Electronics and Communication Engineering
	School
	`:
	De La Salle Lipa, Lipa, Batangas, Philippines

	Date
	:
	November 2009 – October 2010

	SECONDARY EDUCATION

	School
	:
	St. Bridget College, Batangas City, Philippines

	Year Graduated
	:
	2008

	PRIMARY EDUCATION

	School
	:
	Sta. Rita Elementary School, Batangas City, Philippines

	Year Graduated
	:
	2004


TRAININGS / SEMINARS ATTENDED
Career Service Subprofessional Eligibility
Civil Service Commission
Batangas State University-Alangilan Campus, Philippines
Date: October 2013
On-The-Job Training
City Engineers’ Office
P. Herrera St. Batangas City, Philippines
Date: June 2013 –October 2013
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National CE Symposium 2012
University of the Philippines
Diliman, Quezon City 1101,Metro Manila, Philippines
Date:September 2012
Innovate Nation through Engineering Managerial Skills
Batangas State University
Golden Country, Alangilan, Batangas City, Philippines
Date: October 2011
Orientation-Seminar on Adolescent Health and Youth Development Program
Batangas State University
Golden Country, Alangilan, Batangas City, Philippines Date: March 2011
COMPUTER SKILLS
· AutoCAD Basic Training; Batangas State University 
· Windows 7/XP, Employs Microsoft Office with confidence (Word, Excel, PowerPoint, etc.) and SketchUp, Adobe, Internet Explorer/Google. 
PROFESSIONAL ATTRIBUTES
· Adaptive to any environment 
· Quick learner 
· Organized 
· Honest 
· Determined and persistent 
· Good ability to work alone or in a group 
· Eager and willing to learn more about the industry and technical know-how 
LANGUAGE CAPABILITY
	English
	:
	Spoken – fluent; written – fluent; reading – fluent

	Tagalog
	:
	Mother Tongue
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