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Key Skills

Office Management
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Operations Management
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Facility Management
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Administrative Support
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Project Coordination
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Resource Planning
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Client Servicing
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Liaison & Coordination
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Team Management
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SENIOR LEVEL ASSIGNMENTS
Scaling new heights of success and leaving a mark of excellence in assignments which involve analytical capabilities and professional growth in Office Administration & Operations Management, preferably in Abu Dhabi, Dubai & UAE
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Profile Summary

	
	· Result-oriented professional with 14 years of experience in Office Administration and Operations Management
· Expertise in providing comprehensive support for executive-level staff including scheduling meetings, coordinating travel and managing all essential tasks

· Experience in independently managing functions of the MD’s/ Top Management’s office including regular updates to the company’s information, employee details, image building of the organization; making necessary arrangements for meetings and various corporate events

· Proficient in scheduling appointments, organizing travel (domestic/ international), accommodation & conference/ presentation/ event arrangements and arranging travel tickets/hotels/visa/Foreign Exchange 

· Skilled in leading relationship management coupled with expertise in managing top & confidential correspondence with clients
· Competent in managing & leading teams for running successful process operations and experience of developing procedures, service standards for business excellence
· An effective communicator with excellent relationship building & interpersonal skills and strong analytical, problem solving & organizational capabilities
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Work Experience
Oct’15 – till date
Group LLC, Dubai Outsource Zone, UAE as Office Manager

Role:

· Managing different office operations that include preparing payroll, controlling correspondence, designing filing systems, reviewing & approving supply requisitions and assigning & monitoring clerical functions
· Coordinating with the team members and providing historical reference by defining procedures for retention, protection, retrieval, transfer &disposal ofrecords

· Reviewing & analyzing project visa & security requirements and accordingly making arrangements for visas & securitypasses as requiredby theprojectpersonnelandensuring the validity of the same for the required duration

· Obtainingnecessaryvisasforprojectpersonneldependingonprojectlocations

· Liaising and offering support to Project Managers (PMs) / Business Line Managers (BLMs) during all the phases of the project

· Maintaining & updating contact databases and related information for the projects 

· Making arrangements of flights for project relatedpersonnel

· Interacting with the clientsfor obtaining crewapprovalsand conducting projectrelatedactivities as per therequirements 

· Checking project related supplierinvoices and accordingly making arrangements for the same

· Issuing Purchase Orders for travelservices

· Ensuring compliance with Company Quality Management System for managing quality & HSE relatedissues

· Working in close coordination with the Project Managers, Business Line Managers and Operations Manager for managing operations &logistics activities 

· Offering assistance to the Financial Department for obtaining approval of supplierinvoices
Highlights:

· Implemented new processes within the defined time frame and succeeded in bringing new clients both retail and institutional

· Merit of introducing innovative administrative strategies that helped in the smooth operations of the company

· Successfully managed internal and external communications responsibilities 

· Designed/implementedto streamline work procedures and processes
Dec’05 – Sep’15

Fugro Survey (Middle East) Ltd., Mussafah, UAE

Growth Path:

Dec’05 – May’06
Commercial Assistant (Commercial Department) 

Feb’06 – May’06

Secretary (ROV Department) 

Mar’06 – Apr’12

Personal Assistant to the Regional Director (M.E. & Caspian) 
Apr’12 – Sep’15

Operations Coordinator – Offshore Geotechnical Division 

Role:

As Operations Coordinator – Offshore Geotechnical Division

· Monitored & analyzed the requirements for the project visa & security and accordingly made arrangements for the visas, security passes & seaman's books required for project personnel and ensured validity of the same for required duration

· Engaged in the selection & appointment of the agentsforvesselinward/outwardclearancesandlogisticalsupport

· Documented & updated the records and obtained approval for the same from client approvals for executing the projects on time 

· Maintained & updated Personnel and Job-wise Deployment Sheet (PDS) as per personnel utilization and deployment on responsibleprojects

· Coordinated with HR for obtaining updated certification including CV, Passport/Seaman Book, Medical, Offshore Safety/Survival, PPE for project nominatedpersonnel

· Liaised with Project Managers, Business Line Managers& Operations Manager for managing operations & logistics activities
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Previous Experience
May’03 – Mar’05
RLL – DaTa Technologies, Iligan City, Philippines as Secretary/ Administrative Assistant

Apr’02 – Mar’03 
Conseco International, Abu Dhabi, UAE as Secretary/Receptionist

Nov’97 – May’98
Al Jaber and Sons, Abu Dhabi, UAE as Receptionist cum Secretary (Temp)
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Education

· B.Sc. (Computer Engineering) from Iligan Institute of Technology, Iligan City, Philippines, Mindanao State University in 2002 -Undergraduate
· Secondary Level (Graduated Valedictorian) from PISCO Private School, Abu Dhabi, UAE in 1997
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Certifications

· Certificate in Personnel Practice (2009), assocCIPD

· CIPD (Chartered Institute of Personnel and Development) qualification; Associatefrom Bradfield Group HR Consultancy Solutions, UK
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Seminars/Courses Attended
· Advanced First Aid Training at Gulf Technical & Safety Training Centre, Abu Dhabi, UAE on 9th Mar’14

· Advanced First Aid Training with AED at Falck Safety Services, Abu Dhabi, UAE on 14th Mar’12

· Advance First Aid Course at Gulf Technical & Safety Training Centre, Abu Dhabi, UAE in 16th Apr’11

· ‘Emergency Medical Response for Adults in the Workplace’ – First Aid Certification at International SOS MEA, Abu Dhabi, UAE in Jan’09

· Defensive Driving Course conducted by Gulf Technical & Safety Training Centre, Abu Dhabi, UAE in Nov’08

· ‘Event Management’ conducted by Spearhead Training, Dubai, UAE in Jul’08

· ‘The Perfect PA – For Personal Assistants and Executive Secretaries’ in Apr’08

· Spearhead Training at Abu Dhabi, UAE

· Photoshop CS2 at Syscoms Computer Institute, Abu Dhabi, UAE in Nov’07

· Advance Excel (MS Excel) at Syscoms Computer Institute, Abu Dhabi, UAE
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IT Skills
· MS Word, MS Excel, MS Power Point, MS Outlook, Adobe, ACT!, Photoshop
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Personal Details
Date of Birth:                        
4th April 1980

Nationality:


Filipino
Languages Known:

English, Filipino & Arabic (basic read and write)            
Visa Status:


Employment (Transferable, with NOC)
Driving License Details:

UAE Driver’s License & Philippines Driver’s License
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