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	1. NAME 


	 MARIA 

 MARIA.74811@2freemail.com 
 



	3. DATE OF BIRTH
	      May 02, 1976

	4. CIVIL STATUS
	       Married

	5. DESIRED POSITION 
	     

	Option 1
	Executive Secretary/ Executive Assistant / Administrative Assistant

	Option 2
	Procurement Assistant / Document Controller 

	6. EDUCATION


	

	College/Baccalaureate
	Name:   Polytechnic University of the Philippines

	
	Degree Earned: Bachelor of Arts in Political Economy,1996 

	
	

	Graduate Level
	Name:  Polytechnic University of the Philippines

	
	Master in Economics,1998-2002 (for completion thesis writing)                                     

	7. CIVIL SERVICE ELIGIBILITY 



	Type of Eligibility
	Career Service Professional Exam 

	Rating
	80.00%

	Type of Eligibility
	Career Service Sub Professional Exam 

	Rating
	85.63%

	8. Other Qualifications



	Have a solid work ethic, have a nice balance of assertiveness and cautiousness, goal oriented eager to continually learn, logical, practical thinker, assess situations objectively and solve problems critically, have high level of discretion, maintain confidentiality, can handle repetitious and routine tasks, possess strong organizational and prioritization skills, have a strong eye for detail and a deep commitment to quality, dedicated and committed, comfortable taking charge, providing direction, offering feedback and delegating work and instill a sense of urgency to others.
Have strong command in English language, both oral and written, can communicate well with other people; result oriented; knows how to analyze problem; ability to do multi tasking and can meet deadlines, dynamic and can work under pressure; ability to use computer and rapidly input data and retrieves records and information; ability to organize workloads and to manage a filing methods and management techniques; ability to keep clear, accurate records and reports.

ISO experience in documentation. Ability to report documentation progress



	9. WORK EXPERIENCE –present employer (from December 13, 2008)


	Name of Employer
	Sun Engineering & Contracting Company, LLC


	Your Job Title
	Secretary / Document Controller – for three projects ( Laleh Tower, Niloofar Tower & Banafsheh Tower in Al Jadaf Dubai, UAE
( Dec 13, 2008 – up to present)

	Key Duties & Responsibilities
	As Document Controller – Maintains and manages all important documents and assures that it is easily accessible and stored under safe custody without any damage or deterioration. Input document data into the standard register ensuring that the information is accurate and up to date. Generate the various document control reports as required. Typing of all site documents and follow up of all the site needs. Make sure that the controlled copies of latest approved documents and drawings are given to the appropriate staff, sub contractor and supplier as applicable. Maintain updated records of all approved documents and drawings and their distribution clearly. Manages the recording, issuance and distribution of hard and soft documents on a timely manner; maintains contract files; issues and controls drawings; maintains and improves the current systems. Development of performance management system, Keep track of the communication, ensure good relationships with all, Ensure the availability of all documents needed for the continual monitoring and enhancement, Ensure consistency. Prepare reports on the status of documentation and progress.


	
	As Secretary – Responsible on all secretarial duties of the department & managers offices; office management, handles the daily activities of the project manager; prepares daily reports and important documents for sign of the manager, encodes and stores and updated in computer, assure the confidentiality of important matters. Responsible for inputting and updating the database system and keep the company record updated;  prepares and types documents detailing with correspondence emails, fax documents, receives telephone calls as well as contacts internal and external parties; maintains calendars, schedules appointments, receive visitors, screen calls and mail, arranges conferences and meetings; ensures proper filing and keeps records by accurately entering information in a timely manner consistent with the company procedures; provides clerical support to managers, including the preparation of agenda, assembling background materials and taking of minutes of the meetings and maintains confidentiality



	Name of Employer
	ART Real Estate ( as temporary reliever)


	Your Job Title
	Administrative Assistant (April 28, 2008 to October 30, 2008)


	Key Duties & Responsibilities
	Responsible for sending and receiving the phone queries of the agent and different individuals looking for a real estate to be rented/leased give the best customer service needed; taking down all the requests and demands of the customers like the maintenance complaints and relaying it to the concerned person so the maintenance problem can be addressed promptly; handles reservations for the customers, answers inquiries about the building; makes renewal notices for the contracts that is due for renewal; makes new contracts and renewal contracts for the company or individual; prepares the receipt voucher for the payment for rent, service charge, security deposit and the commission; monitors and ensures all the contracts and payments have been received and filed accordingly; keeping up to date all pending contracts that needs to be followed up (etc. payments & other requirements); acts as an accounts assistant to the accountant


	Name of Employer
	Department of Finance – Municipal Development Fund Office       ( February 21, 2001 up to June 2008)- Executive Assistant II / Acting Supply Officer / CBRMP Disbursing Officer


	Your Job Title
	 (November 2006-March 2008-as Disbursing Officer)


	Key duties and 

Responsibilities 
	Prepares vouchers for reimbursement, liquidation and release of petty cash for the staff; Prepares replenishment for the petty cash 


	Employment Dates
	August 2003 – March 2008 as ( Acting Supply Officer) 



	Key duties and responsibilities
	Facilitates requisition, canvassing and procurement of office supplies; prepares documents such as RIV, RFQ, Abstract of Canvass, Purchase Order, MR and other pertinent documents; accepts deliveries of common office supplies and takes custody of the same pending issuances and distribution; carding, posting, recording of all purchases and deliveries of office supplies; undertakes actual issuances/distribution of office supplies against proper RIS; prepares Summary of Supplies Issued every end of the month and year; prepares annual inventory of office supplies and Annual Procurement Program  



	Employment Dates


	February 21, 2002 – July 2003 as ( Executive Assistant II)
 ( Secretariat to the Policy Governing Board and Technical Review Meeting )



	Key duties and 

Responsibilities


	Prepares letters, reports, memoranda, circular, endorsements, and        other correspondences for signature of the Secretary; receives persons seeking assistance and advocating certain actions to comply; receives special assignments calling for special coordination and contact with other agencies; conducts necessary recommendation for actions; coordinated with the concerned MDFO project staff on the agenda for PGB discussions; prepared and facilitated documents/transmittals of notices of MDFO-PGB to staff and members of the board; facilitates preparation of agenda folders; prepares/transcribe monthly minutes of the meeting for the Technical Review Committee and Policy Governing Board Meeting; prepares the highlights of the meeting, matters arising from the minutes of the meeting and the minutes of the meeting of the Technical of the Review Committee and Policy Governing Board Meeting; analyzes and reviews minutes of the meeting before the same be routed to the authorized signatory for signature; coordinates with the different government agencies composed of DBM, DILG, DPWH, NEDA, DENR and DA regarding the agenda for the meeting and the agreed decisions; handles the preparation of the full-blown resolution of the different subprojects and policies taken up in the meeting; monitors the Resolutions and the Minutes of every meeting


	Name of Employer
	Solidcard Products Corporation


	Your Job Title 
	Applications Processor (October 23, 1996 – September 30, 2001)


	Key Duties and 

Responsibilities


	Process application through branch endorse and DOSRI applications and built up all approved applications per day, ensuring that the documentation are complete and all actions taken by the endorser are in accordance with the guidelines and procedures, ensuring the completeness of information on the endorsements and customer info sheets, check the veracity of signature against the specimen signature book. Sets up account all complete application approved by the Division Head. And entertain an inquiry, which are within his scope of knowledge and refers more queries to concerned parties. 

Responsible for the maintenance of subsidiary ledgers of property and equipment, prepaid expenses & other liabilities accounts as well as the generation of monthly account schedules. Ensures that all journal entries pertaining to depreciation & amortization are passed every month & recorded in QuickBooks


	10. RELEVANT TRAININGS ATTENDED 



	Name of Program / Course
	DOF – MDFO – LOGOFIND

Training on Financial management and Monitoring for LOGOFIND-RPTA Subprojects

	Name of Program / Course
	DOF – GAD Focal Point Meeting 

Forum on Economic Rights of Women in Workplace

	Name of Program / Course
	DOF-GAD Gender Sensitivity Training / Workshop

	Name of Program / Course
	DOF - Introduction to Electronic -NGAS

	Name of Program / Course
	DOF -National Government Accounting System & Introduction to E-NGAS

	Name of Program / Course
	DOF - Financial Management Training 

	Name of Program / Course
	DOF - Logical Framework Preparation

	Name of Program / Course
	DOF - Financial Management Training 

	Name of Program / Course
	DOF - Orientation Seminar and Refresher Course

	Name of Program / Course
	PUP - Seminar on “Labor Export Policy” A Near Term Prospect

	Name of Program / Course
	PUP - Seminar Workshop on Economic Research 

	Name of Program / Course
	Solidcard - Signature Verification Workshop 

	 Name of Program / Course  
	Solidbank - Customer Service Career Workshop 

	Name of Program / Course
	CAP LIFE Insurance - Basic Sales Seminar

	11. JOB SKILLS


	

	  Office Equipment Used
	Typewriter, Desk Top Computer, Fax Machine, Photocopying/Xerox,  Machine, Overhead Projector, LCD Projector, Scanner, Printer, Lap top Computer

	  Software Applications 
	Microsoft Word, Microsoft Excel, Microsoft Power Point, Microsoft Access, Internet Explorer
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