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JO 
E-mail: jo.77619@2freemail.com 

OBJECTIVE

Looking to be a part of a company that encourages professional growth, where I can apply and enhance the knowledge and skills I have acquired through my several years of experience.
SKILLS AND EXPERIENCE

· Lead Auditor ISO 9001:2008
· Internal Auditor ISO 9001:2018
· Health and Safety
· Quality Management System Internal Audit
· Administrative Work
· Good verbal and written communication skills
· IT literate and proficient in the use of MS Office Applications (Outlook, Word, Excel, PowerPoint and Visio)
· Works efficiently and performs tasks simultaneously with minimum supervision 
· Consistent ability to meet deadlines while maintaining consistently high standards
· Adept problem solver
· Possesses multi-tasking skills
· Excellent team player
PROFESSIONAL EXPERIENCE

Senior Health, Safety, Environment and Quality (HSEQ) Coordinator

Concordia DMCC

July 2014 – Present

Duties and Responsibilities:
· Provides administrative support and coordination of daily operations of the Department (HSEQ, Food Safety and Rope Access)
· Assists the HSEQ Manager on the development and maintenance of Policies, Procedures, Forms, Templates, etc. of the Company

· Assists with the implementation, management and administration of the Department Electronic Document Management System

· Assists the HSEQ Manager in conducting Internal Audits and close out of non-conformances for Internal and Surveillance Audits
· Maintains the Internal Audit Register

· Coordinates with External Auditors for the Surveillance Audit schedule

· Master Community inspections and preparation of report
· Coordinates with Clients/Contractors for Permit to Work requirements and issuances
· Coordinates and manages health surveillance program for Colleagues (Vaccination, Medical Fitness, etc.)
· Coordinates with training providers for training requirements (First Aid, Firefighting, Fire Warden, Rope Access, Scaffolding, etc.)
· Prepares the schedule of Rope Access cleaning activities and coordinates with the Tower’s Owner’s Association for the scheduling and mobilization of Rope Access Technicians

· Prepares the monthly Health & Safety Board Report (collects data from different Departments of the Company)
· Prepares the monthly Action Plan for the Department
· Maintains records of the daily inspections, trainings, health surveillance, certificates, etc.
· Prepares the draft of the monthly Toolbox Talk topics
· Prepares the schedule of the Internal Audit

· Does the Departmental Internal Audit and follows up on the close out of non-conformances. Sends out the Internal Audit Report every after an Internal Audit and maintains the Internal Audit register.
Administrative Coordinator

Arkema Middle East – Dubai, UAE

April – June 2014
Duties and Responsibilities:
· Handles travel arrangements of the Directors and Staff

· Organizes meetings, seminars and Salesmen trips
· Acts as point of contact of Customers and Clients

· Coordinates with the Headquarters for the creation of Employee’s e-mail ID and issuance of company laptop
· Coordinates with head-hunting firms for recruitment

· Responsible in sending the regular mailing campaigns and newsletters to Customers
· Prepares weekly and monthly attendance reports
· Assists the Administrative Assistant in preparing accounting monthly report, petty cash, bill payments and collecting mails from P.O. Box
· Assists the Regional Director, as and when needed
Administrative Coordinator
United Distribution Agency FZCO - Dubai, UAE

July 2008 – November 2013
Duties and Responsibilities:

· Handles travel arrangements of the Directors, Staff and Visitors that include visa processing, hotel bookings, flights and transportation requirements

· Handles the daily calendar of the Chairman and Managing Director

· Assists in making reports and presentations
· Coordinates meetings with Suppliers and Clients 
· Coordinates and lodges Purchase Orders with Suppliers and monitors the movement of the consignment 

· Coordinates with shipping agents for the clearance and shipment of consignment
· Processes and coordinates payments with Suppliers and Clients
· Coordinates with JAFZA Administation for visa applications/renewals, office lease renewal, trade license renewal, letter requests, etc. 
· Assists the Chairman, Director and Manager, as needed

· Takes minutes of meeting
· Controls documentation and reimbursement of petty cash 
· Receives/sorts invoices and gathers necessary approvals before submitting invoices to Accounts
· Maintains documents and files 
· Tracks and follows up on issues in a timely manner
· Screens all incoming calls 
· Does online research whenever required

· Manages online/newspaper advertisement and coordinates with recruitment companies for manpower requirements
· Performs other tasks as assigned
Executive Assistant to the Managing Director
Melwani General Trading LLC - Dubai, UAE
February 2006 – June 2008
Duties and Responsibilities:

· Manages and maintains the Managing Director’s diary
· Handles extensive travel arrangements that include visa processing, hotel bookings, flights and transportation requirements
· Assists the Managing Director in all sorts of correspondence

· Arranges and coordinates meetings and events

· Files and maintains corporate and personal documents, records and reports

· Travels with the MD during business trips locally and abroad
· Takes minutes of meeting
· Handles cash and cheque deposits and online payments for the MD’s credit cards and utility bills
· Serves as the initial point of contact for guests
· Does online research whenever required
· Performs other tasks as assigned
TRAININGS

· QMS Foundation Training Course (ISO 9001:2008)
· Quality Management Systems Auditor/Lead Auditor Training Course (ISO 9001:2008)
· Internal QMS Auditor Training Course (ISO 9001:2008)
· IOSH Working Safely
· Certified First Aider (HABC Level 2 International Award in Emergency First Aid at Work)
EDUCATION


Bachelor of Science in Physical Therapy 

Southwestern University


Cebu City, Philippines
PERSONAL PROFILE
Nationality

:
Filipino

Gender

:
Female

Languages Known
:
Tagalog | English
Driving License
:
Valid UAE Driving License 
Visa Status

:
Husband’s Visa

***References available on request.

