========================================================
QUALIFICATION AND SKILLS:

· Interpersonal and communication skill

· Have broader knowledge and skill on Computer works

· Software application (Windows XP – MS Office) Word, Excel, Power Point

EDUCATIONAL ATTAINMENT:

· BACHELOR OF SCIENCE IN CIVIL ENGINEERING

Cagayan State University, Tuguegarao City
ELIGIBILITY:
· CIVIL ENGINEERING LICENSURE EXAMINATION – 1993

PROFESSIONAL WORK EXPERIENCE

Project Development Officer I
-
March 2002  - November 15, 2007

Planning & Development Office

Isabela,

Philippines

· Conduct continuing studies, researches & training programs necessary to evolve plans and programs for implementation;

· Integrate, coordinate all sectoral plans & studies undertaken by different functional groups or agencies;

· Implement, monitor and evaluate different development programs, projects and activities in accordance with the approved development plans;

· Prepare comprehensive plans & other development planning documents & feasibility studies.

· Analyze income and expenditures.

· Compiling reports for presentation through MS Power Point
· Coordinate and monitor various development projects.
· To perform other duties consistent with the position, which the company may from time to time reasonably direct.
===========================================================

Statistician 1



-
March 1994  - February 2002







Planning & Development Office








Isabela








Philippines
Revisionist /Data Encoder

-
February 1993 – February 1994
Document Controller



Municipal Assessor’s Office







Isabela








Philippines

· Ensure document control system run according to work requirements.
· Maintain, updated and manage an orderly file of all vital documents pertaining to ongoing project as well as safekeeping, indexing for easy references and monitoring of all proceedings involving projects technical queries, material submittal for approval of clients

· Monitor and update the status revision of all drawing discipline, coordinate with the client and engineering department to update all the drawing disciplines up to latest revision.

· Manage an up to date distribution of drawings to various concerned project personnel, engineer, site and project manager.

· Monitor and updates all incoming, and issued, at project site. Monitor availability of all test instrument and equipment as well as received and issued, coordinate with the purchasing department to update delivery of materials.

· Perform administrative function when it comes to the project job site such as arrangement of personnel accommodation, transportation, preparation of ID application if necessary, time sheet computation, arrangement of required document for the personnel going vacation. 

· To perform other duties consistent with the position, which the company may from time to time reasonably direct.
Engineering Aide
-
December 1992 – February 1993

Edison Development and Construction

Philippines

· To prepare weekly activity report and site progress accomplishment report.

· To conduct inventory of materials to be used at site.

· Monitor and coordinate activities related to Invoices, payments, correspondence and documentation control.

SEMINAR ATTENDED:

· CONSTRUCTION MANAGEMENT

May 16-18, 1997

NIA Training Center, Philippines

· CHALLENGES AND GOALS OF CIVIL ENGINEERS IN THE 21ST CENTURY

June 18-20, 1998

University of la Salette, Philippines

===================================================================

PERSONAL DATA
Marital Status

:
Married

Date of Birth

:
April 29, 1971

Language Spoken
:
English, Tagalog
Nationality

:
Filipino 
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