
ROUELLA 
Rouella.99549@2freemail.com 
CAREER OBJECTIVE

To acquire a challenging and fulfilling position that can maximize the skills and knowledge I have acquired with the end goal of efficient service, self-advancement and higher learning

WORK EXPERIENCES
Aug 2006-Oct 2006

Legal Assistant




Group Legal





Emirates National Oil Company (ENOC) LLC





Dubai, U.A.E.

Reports directly to the Group Legal Manager as his sole Legal Assistant. Manages all the affairs of the department in terms of the smooth flow of administration. Assists the Legal Advisors in the preparation of all legal documents needed in the daily operation of the department. Responsible for the proof reading of documents being prepared, audio-typed needed legal documentations. Responsible for all travel arrangements, business diaries, supervise the necessary requisitions of Stamps for other departments, all office supplies and other equipments vital to the operation of the department in the oracle system. Acts as the sole Leave Administrator of the department in updating and confirming all leave entries in the oracle system. Responsible for the efficient preparation and documentation of physical and electronic files of the department.
June 2006- July 2006

Project Assistant/Legal Administrator




COTEBA Dubai





U.A.E.

Acts as the second in command in managing the overall office administration of the company. Assists the Head in establishing a solid foot hole for the company. Reviews and handles contracts and documents presented by the client and submits resolutions and recommendations towards the same. In charge in handling the and assisting all engineers in the proper accomplishment of targeted projects.
Jan 2006- April 2006

Marketing Executive





COSMOS Tours





Dubai, U.A.E.

Acts as the agent of the company in advertising all its promotions and business offer such as travel arrangements, ticketing services, visa processing, travel and tours and the like. Responsible for promoting target quotas for the economic status of the company.

Feb 2003- Oct 2005

Legal Consultant/Officer





                        
Office of the Councilor /City Council





Manila, Philippines

Functions as the front liner and first in command in leading the office in its legal aspect and perspective. Second in command in formulating the necessary strategies and administrative details for the economic growth of the Office. Drafts and prepares resolutions, memorandums, affidavits, deeds and other legal documents needed in the daily operation at the office.  Acts as consultant/adviser to all legal disputes of the office.  Presiding officer to all disputing claimants appearing before the Office. Responsible in supervising and managing the administration of the office personnel in their respective work loads. 

Oct 1998-Feb 2003

Legal Assistant II










People’s Law Enforcement Board      

Manila, Philippines

Entertains all administrative complaints lodged against erring police officers.  Drafts and prepares decision/resolution for all administrative complaints. Summons all police officers to appear before the office. Presides and entertains for possible amicable settlement of administrative complainants. Assists in handling the legal operation of the Office. Prepares and drafts all the legal documents needed in the Office.

September - Oct 1998

Assistant to the Chief 









Delinquency Section/Office of the City Treasurer

Manila, Philippines

Custodian of all the records of delinquent taxpayers.  Assists the chief in handling and settling the affairs of the people regarding their delinquent tax accounts.  Entertains all questions and queries being lodged by the people concerning their tax accounts. Handles and responsible for all administrative support needed in the office.  

EDUCATION



LYCEUM OF THE PHILIPPINES
COLLEGE OF LAW

Manila, Philippines

Bachelor of Laws/LL.B- Post Graduate







1997-2003

                             
LYCEUM OF THE PHILIPPINES



Manila, Philippines





A.B. Political Science





March 1993-1997

  PROFESSIONAL SKILLS

●   can convince different people to take the much favorable side

●   can effectively deal with different kinds of people in different levels of the society

●   can rationally and judiciously settle disputes

●   can efficiently work under pressure

●   can responsibly delegate work and manage people

●   can memorize facts considerably fast

●   can type considerably fast and efficient

●   computer literate

●   can speak and write English and Filipino languages efficiently

●   knowledgeable in law theories and in practice

●   possesses International Drivers License

●   can proof read documents efficiently
●   knowledgeable in accessing through the oracle system
●   can audio-type effectively and efficiently
PERSONAL DATA

Date of Birth:  
13 JULY 1977
Place of Birth: 
QUEZON CITY, PHILIPPINES

Citizenship:     
FILIPINO

Civil Status:    
SINGLE

Gender:          
FEMALE

Religion:         
CHRISTIAN

Language Spoken:
ENGLISH.TAGALOG-FILIPINO

