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CAREER OBJECTIVE
I have been working with Legal Process Outsourcing since 2001 and been member of the team that grew to be Legal Support Services Department’s biggest account and part of the offshore case management team that provided litigation support services to the one of the largest law firms in the United States of America. I also perform Administrative job for the Legal Division.
I am currently seeking a suitable job here in UAE to contribute and share my knowledge and skills while providing me with another stable career opportunity for continuous growth and professional advancement.

WORK EXPERIENCE
RRDonnelley Philippines Incorporated

26th Floor Cybergate, Tower3

Mandaluyong City, Philippines

July 3, 2005 – October 24, 2014

Position: Senior Project Coordinator

Position Description:


Provides technical leadership to the team all through the project life cycle and provides subject matter expertise to the team. Performs the role of a team lead and is responsible for workflow adherence, feedback, training and coaching, MIS and process improvement in the team. Ensures the team provides high quality, real-time assistance to clients
Knowledge & Skills / Competencies

· Minimum typing speed of 60 words per minute

· Advanced knowledge of MS Office Suite - Word, PowerPoint, Excel as well as client related software

· High technical credibility 

· Excellent oral and written communication skills

· Effective team management and problem solving and motivation skill

· Delegation, inter-personal and project management skills 

· High accountability and ownership in the team

· Ability to function in a dynamic environment

Responsibilities:

· Assist with the creation and execution of job plans, resource planning, and capacity utilization on every shift

· Coach Process Associates and Quality Controllers in production 

· Assists with overseeing projects from start to completion

· Troubleshoots and rectifies technical issues as and when necessary

· Responsible for deadline adherence on the shift and ensures no delays 

· Ensures 100% quality adherence of all projects worked on during the shift per correct templates, standards and client specifications

· Leads a team of Associates and Quality Controllers
· Evaluates client feedback and provide accurate analysis to when requested, also participate in the corrective and preventive action plan

· Administers training for new Associates

· Provides assistance with Initiating process improvement and control measures 

RRDonnelley Philippines Incorporated

26th Floor Cybergate, Tower3

Mandaluyong City, Philippines

Position: Project Coordinator

Position Description:


Lead and manage environmentally focused budget and to agreed quality standards. The role also requires to contribute to marketing and developing of the Stakeholder Involvement Unit.

Knowledge, Skills, and Abilities

· Knowledge of project planning methodologies such as critical path planning. 

· Knowledge of computers and database/spreadsheet/ word processing software. 

· Excellent communications and leadership skills. 

· Excellent planning and organizational skills 

· Problem solving skills. 

· Ability to accurately review and complete detail oriented information and projects. 

· Ability to conceptualize and organize project planning process. 

· Ability to take responsibility and function under minimal supervision.
Responsibilities:

· Managing and coordinating all aspects of designated engagement projects.

· Monitor performance against project baseline. 

· Maintain project documentation in a central repository. 

· Provide support to quality audits. 

· Make information available to project stakeholders. 

· Establishes a distribution structure for project information. 

· Guide and assist the project team in the development of the project plan. 

· Lead operator of Project software. 

· Mentor others who wish to develop competence in project planning and control. 

· Train others in Project software. 

· Obtain and process status data and maintain an updated plan. 

· Evaluate project status and performance. 

· Recommend appropriate corrective actions. 

· Develop and maintain standards for planning and control.

· Participates in project planning and development.

· Establishes project work plan and calendar or schedules; monitors, reviews, and evaluates progress.

· Coordinates and attends meetings; establishes and maintains internal and external contacts as necessary.

· Provides advice to participants; serves as a liaison; acts as a resource person by performing research, analyzing information, providing documentation, and preparing reports.

RRDonnelley Philippines Incorporated

26th Floor Cybergate, Tower3

Mandaluyong City, Philippines

Position: Senior Process Associates
Position Description:

Provide high quality, real-time assistance in processing online claims in a time bound, quality-centric environment. Ensure timely delivery of client-ready accurate of output.

Responsibilities:

· In-charge of the cell assigned and responsible for handling queries from CPAs/DS of the cell.

· Act as coach to the cells members

· Provide training to the cell members

· Responsible for first line quality control

· Completes all assigned jobs as per committed time, in accurate and client specific manner

· Maintain punctuality – very critical to the job

· Maintain confidentiality

· Assist PA’s in completing all assigned jobs per committed time, in an accurate and client specific manner.

· Keep PA/ACM proactively informed of any delay in delivering job over internal commit time

· Analyze client feedback/provide accurate reports/analysis to the PC/ACM

RRDonnelley Philippines Incorporated

26th Floor Cybergate, Tower3

Mandaluyong City, Philippines

Process Associates/Document Specialist

Responsibilities:

· Responsible for establishing and maintaining accurate files, handlings incoming and outgoing documents, developing and maintaining electronic and hard copy documentation system.

· Examine documents to verify completeness and accuracy of data.

· Oversee all project documents and correspondences are available electronically scanned.

· Preparing various reports, applying independent judgment, discretion and initiative. Coordinate with other staff for daily work in support of goals and objectives.

House Research and Development (Singapore) Private Ltd.

Cavite Export Processing Zone (CEPZA), Rosario, Cavite
PHILIPPINES
March 2004 – August 2004

Office Staff (Designer)

Responsibilities:

· Major functions include analysis and checking of the house plan using autocad program.
· Provide support to the team and Management of the company in delivering projects that meet or exceed the expectations of their customers, and set timescales. 
· Prepare a weekly and monthly report for the job accomplished
SPI Litigation Direct Inc.

Pascor Drive Parañaque City PHILIPPINES

March 2001 – January 2004

Responsibilities:

· Responsible for online coding, checking and edit checking of different legal documents.
· Checking of coded documents and maintains a high level of accuracy according to client specifications.
· classification and identification of relevant terms, keywords and concepts in documents

SEMINARS AND TRAININGS ATTENDED
· Communications Etiquette – February 2012

· Coaching for Success – January 5 – 7, 2011

· LEAD Stepping Up: Stepping Up in Times of Change – March 18, 2010

· Grammar Training – November  27, 2009 – February 9, 2010
· Accent Neutralization Training – November 26, 2009 – February 11, 2010

· 7 Habits of Highly Effective People - November – February 2009

· Leadership and Self-Deception Book Review – November 23, 2009

· Language Diagnostics  - November 10, 2009

· Colin Powel on Leadership – August 25, 2009

· Book Review – 7 Habits of Highly Effective People – November 17, 2008

· Telephone Etiquette – June 19, 2008

· Leadership Enhancement and Development (LEAD) Training - July - August, 2008

· Communications Training (English Proficiency Program) - January 30 - February 20, 2008

· Web Researcher - September 1 - January 15, 2008

· Uses of Excel Program for Managerial Reporting - August 15 - 17, 2007

· MS Office Applications (MS Word, Excel, Powerpoint, Access Database) - July 3, 2007 - August 3, 2007

ACADEMIC QUALIFICATIONS 
Lyceum of the Philippines

Intramuros, Manila

Bachelor of Science in Business Administration major in Management

October 1996 – October 2000

REFERENCES: Available upon request

Areas of Competency 


Office and Project Management


Planning and Coordination


Administrative Support and Clerical Function 


Reporting Tasks





Personal Skills


Service-Minded 


Flexibility 


Hardworking


Self-Motivated





Personal Details


Birthdate: May 27, 1978


Birthplace: Philippines


Visa Status: Visit Visa








