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● Qualification Summary ●

Goal oriented and highly motivated individual who has demonstrated the ability to work with a very challenging and a fast pace project environment. Years of experience in Administrative work; currently seeking for Document Controller or Secretarial position.
● Accomplishments ●

I have years of experience in handling a high profile projects of which I was able to provide a good quality of document control management system. I was given a task to teach the document controls system to newly hired staff for the project. I was able to contribute a document controls procedure that has been duly used by other projects.
● Special Skills ●

Excellent in administrative skills, can handle task and daily office operations with minimum supervision. Good communication skills in a work place of multi culture environment. Ability to plan ahead, prioritize and organized the task. I have good time-management skills that delivery of work and do the job on timely manner is always followed.
● Employment History ●

U.A.E. Work Experience

Mace International Ltd. (Project Management) 

March 2006 – Present

Dubai, United Arab Emirates

As Document Controller & Secretary

· Ability to manage work flows in a high pressure environment and maintaining highest standard of the project procedure.
· Coordinate all activities related to the Document Control procedure, including technical documents, drawings, and commercial correspondence. 

· Input document data into the standard registers ensuring that the information is accurate and up to date. 

· Generate the various document control reports as required in the project.

· Maintain the documents and drawings in the Document Control office under safe custody without any damage or deterioration with easy traceability. 

· Maintain the files and control logs as required by the project.
· Use of Primavera Contracts Manager V. 11.00 and 12.00 as the main Program Management System in the project.
Poly Gulf Construction Company




Apr 2005 - Dec 2005

Dubai, United Arab Emirates

As Secretary cum Receptionist 

· Administrative and secretarial work. Personal Assistant to the General Manager.
· Front Desk Operator, take care of all visitors and make sure that they are comfortable and are taken care off for any business matter.

· Ensure that all basic office needs are purchased and always on stock and properly procured for expense reporting to the accounts department.
· Works accurate and with an eye for details. 

· Handles in the best interest of both customer and company.
Philippines Work Experience

Banco De Oro-Credit Section




Feb 2004 - Feb 2005
Ortigas Pasig, Philippines




Costumer Relation Service Staff
· Credit Card Department, Personal Assistant to the Manager.
· Handles client with issues and problems with their accounts.

· Follow up and updates clients for their monthly dues to avoid penalties.

· Handles various accounts and assist them thru various services provided.
· Was able to handle Customer Complaints.

· Was able to suggest improvements to the various communications by the company to improve marketing strategy (i.e. Print Ads, Internet Sites and Customer Direct Questioning).
● Educational Background ●

March 1999

Bachelor of Science in Business Administration
           Graduate
Major in Management




ADAMSON UNIVERSITY



Manila, Philippines




Courses included
· Marketing and Finance

· Business Management

· Costumer Service Relations

● Additional Information ●

· Computer literate, knowledge of Windows Application (Word, Excel, PowerPoint, Outlook)
· Primavera Contracts Manager v 8.5, 10.xx, 11.xx and 12.xx

· Good typing speed: 50wpm
● Personal Details ●


Date of Birth
:
May 31, 1979

Age

:
30 yrs. Old


Civil Status
:
Married


Citizenship
:
Filipino


Language
:
English, Tagalog


Visa Status
:
Husband Visa/Transferable[image: image3.jpg]
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