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PROFILE 
Office Administration and Document Control professional with over 11 years of experience. Fast learner and goal-oriented person. Adaptable, organize and detail oriented, thrives on challenges, focused to excel in every task and has the ability to work under pressure in a fast-paced environment. Quality conscious and is committed to organizational success.
Professional Summary
Document Controller 






Dec 2016 – Present
(Dubai, United Arab Emirates) 

· Responsible in ensuring that the projects documentation is managed, recorded and transmitted in accordance to ISO procedures and executed to a high quality and standard. 

· Preparation, development, maintenance and monitoring of project schedules to report deficiencies risks and opportunities to improve on contractual agreement and ensure that it is on track to meet deadlines and committed deliverables.

· In coordination with engineering, Procurement, QMS and Finance, coordinate the preparation and active monitoring of project progress reports.

· Coordinate, participate and contribute to project progress review and planning meetings and activities.

· Participate in the definition and performs the effective execution of Document Control Projects.
· Provide documentary evidence for variation claims, change requests and justifications for any instance where the company has to refer to inwards or outwards project documentation in accordance to ISO procedures.

Administrative Officer / Operations Manager      



March 2012 – October 2016

(Dubai, United Arab Emirates) 
· Organize the entire day-to-day office work which includes independent correspondence, communicating with all related departments & interact with senior management. 

· Coordination & follow up with consultants, suppliers, subcontractors and clients, etc.

· Organize daily tasks, schedule, arrange, coordinate meetings, events, and appointments and prepare MOMs (Minutes of Meetings).
· Handling all the quotations, completed projects, etc.

· Handling of all incoming / outgoing mails, correspondence, electronic mails, telephone calls, fax and distribute it.
· Handling of all official correspondence including organizing filing of Tender / projects documents /submittals / drawings /brochures etc. 
· Purchase of office stationeries and ensuring proper requisition and controlling of office supplies.
· Maintain office automation like, Photocopier, binding machine, electronic typewriters, fax machines etc.
· Maintain confidentiality of all corporate, personnel and research matters.

· Develop, maintains and update files, databases, records and other documents.

· Recruitments in coordination with HR department.

· Implement rules and regulations as per standing orders.

· Document controlling work for all the submittals.
Customer Service Executive

      



August 2011 – January 2011
 (Dubai, United Arab Emirates) 
· Attend all types of enquiries, sea, air, land, import, export and cross trades.

· Respond to enquiries by email, by phone or face to face.

· Prepare quotations after finalizing the best rate from airlines, shipping lines and agents.

· Responsible in updating the client accordingly to their shipments.

· Ensure all client’s requirements are being attended and responded in time.

· Keep track of all the shipments in order to provide accurate updates.

· Responsible in monitoring all shipments until it is being delivered to the consignee.
Secretary / Receptionist / Accounts Asst. / Cashier

      

July 2008 – July 2011
 (Sharjah, United Arab Emirates) 
· Administer schedule, travels and appointments of Managing Director

· Arrange and assist executives in meetings, preparing documents and presentations

· Attends to all mails, inbound & outbound calls, faxes and manager’s appointments

· Creates business letters, memos and other correspondence

· Oversees office appearance and provides administrative supports

· Responsible in monitoring expired cheques as well as uncollected cheques.
· Prepare and updating cheque lists in order to provide accurate record.

· File invoices, ledgers, cheque dispatches, bills, etc.
· Credit card transactions and credit card statements tallying.

· Ensure efficient cashiering procedure in order to minimize complains.

· Handle exchange and return of items.

· Count the cash flow before starting and ending of duty

Academic Credentials 

Bachelor of Science in Business Administration major in Management



2004
Knowledge and Skills
IT Purview: Well versed with Windows, MS Office Applications & Nitro Pro (PDF), Emails and Internet Applications
Key skills and Competencies: Strong organization, administrative and analytical skills. Ability to multi-task and manage
conflicting demands.
Personal Dossier 

 Nationality: Filipino | Linguistic Abilities: English and Filipino
Residential Address: Dubai UAE
Visa: Residence Visa
~ References and other documents will be furnished upon request ~
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