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OFFICE ADMINISTRATION PROFESSIONAL

PERSONAL & BUSINESS ASSISTANCE        FINANCE & ACCOUNTS         OFFICE & PROJECT ADMINISTRATION
PROFESSIONAL OVERVIEW


· Have a Bachelors Degree in Accountancy, a LEED Accredited Professional and Pearl Qualified Professional (PQP PBRS, UPC-Estidama) with exposure in IT (BMS) Industry, Green Building Consultancy and Architectural Design Firm for more than 5 years in the UAE.  
· A total of nearly 14 years of experience in coordinating office management, extending end to end support for project and business activities, finance and accounts operations and logistics for Oil & Gas Sector with a high degree of efficiency. Expertise in handling a diverse range of services largely in the role of Executive Assistant to Leadership Teams and C-Level Executives. 
· Hands-on experience in accounting & finance functions including maintenance & finalization of accounts, working capital management. Ability to understand the complexities and nuances of different businesses, Strategic perspective of evolving business scenarios and a proactive approach.
· Excellent leadership, negotiation, oral/written communication, interpersonal, intuitive, and analysis skills; thrives in both independent and collaborative work environments. Excels in building team, handling performance improvements and undertaking Business & Feedback Review. 
CORE COMPETENCIES


EMPLOYMENT SCAN 



Feb 2013 – Mar 2014 with HKR Middle East Architects Engineering LLC, Dubai, U.A.E as Office Administrator
Key Roles

Executive Assistant

· Managing the operations and working of the Managing Director’s Office; Ability to help managers to make the best use of their time by dealing with their administrative tasks.
· Develop absolute confidentiality and secrecy of documents, high level meetings, special programs of the senior most managers avoiding any leakage of information.

· Overseeing administrative activities like maintenance of office equipment, transport, housekeeping & maintenance of office and record keeping of office stationery including various formats.
· Making and coordinating necessary arrangements for organizing meetings and events like corporate lunches, dinners, and booking conference room for meetings, etc.
Business Development

·   Extend complete support and prepare response to RFP’s and Tender documents (e.g. letters of intent, acknowledgment letter, letter of extension, review draft consultancy agreement and contract documentation etc.)

·   Participate and provide support in commercial and business development activities ensuring all documents like Insurances, Trade Licenses, Company Profile and Capabilities are in place and up to date.

·   Undertake preparation of all documents in context of pre qualifications as a bidder and assist them on biddings; perform research for the potential bidders and issue tender documents to the shortlisted bidders.

·   Support the business development teams in all their endeavours and prepare tender evaluation reports as and when required.
Project Administration & Coordination

·  Deliver complete support to the document controller and Project secretary on demand.  
·  Ensure successful achievement of project mission statement and goals and be responsible for all day-to-day activities.
·  Receive project related instructions and transmit, communicate and arrange effective action in co-ordination with the Project Manager.

·  Evaluate the requirement of project resources as per schedule and coordinate with respective department to arrange for the availability of the same; maintaining tracker documents for the status of outstanding design actions.
Finance & Accounts

·  Update the existing financial reports that depict the organization's financial position, such as cash flow, profit and loss account and accounts receivable/ payable listings.

·  Handling financial statements, including monthly bank reconciliation, monthly accounts payable, accounts receivable and monthly cash flow statements.

·  Performing general accounting functions, including, preparation of invoices, payroll and classified transactions.

·  Evaluate accounts payable and receivables report and ensure all disbursals and collections are made on time and entered accurately in the books of accounts.

·  Prepare and update the existing fair view of the financial position of the company by way of timely preparation of financial reports ensuring analysing the expenditure on a monthly basis to control expenses.
Jan 2011 – Feb 2013 with Pacific Control Systems LLC, Dubai, U.A.E as QS & Design Engineering – Executive Admin
Projects Involved in: Emirates Energy Star Program (Energy Management System) – it’s a collaborative effort by Etisalat and Pacific Controls to engage and execute the project that aims to substantially reduce energy consumed by existing buildings in the UAE.
Key Roles
· Consolidated a Technical Proposal that includes system architecture, energy conservation measures, payback period calculation and project background information for submission to client.
· Supported the Business Development and Technical Team to do value engineering and cost analysis to incorporate in the proposal.
· Undertook review and ensure the Return on Investment (ROI) to include in the technical proposal is accurately calculated.

·  Prepared a PowerPoint presentation and assist on the client presentation (to convey the concepts of Energy Management Solution and other company services to client).
·  Quality control and maintain records of proposal status.
Others:

·  Performing internal audit and calculations, and maintain confidentiality for Accounts Department of actual cost incurred, collections, invoices for all projects and update the outcome in the Project Costing Tracker.

Oct 2008 – Jan 2011 with MECSD/PCS (Middle East Centre for Sustainable Development), UAE as Executive Admin
Key Roles

·  Prepared and maintain the eco-charrette PowerPoint presentation template. Involved in all eco-charrette meeting for the entire projects of MECSD guiding clients through the LEED Green Building Certification Process.

·  Involved in the creation of MECSD sustainable projects for Green Educational Program - Innovation and Design credits in order to provide clients and project teams more efficient methodology in attainment of LEED green certification.
·  Accountable for the creation of a case study or fact sheet for all LEED certified projects of MECSD that are were submitted to EHS (Environment Health & Safety) Dubai.
·  Contributed in coordination and screening the suppliers of sustainable building materials if they meet the LEED requirements. Maintain and managed the database for UAE sustainable suppliers.
·  Regularly coordinate with Team Leaders for their monthly project status report to be conveyed to the CTO and Customer Service Manager
PRECEDING ASSIGNMENTS


May 2000 – Sep 2008 with Sta. Lucia Transport Corporation, Philippines as Operation /Accounting Executive
Hauling Company for Oil and Gas - Petron Corporation and Exxon Mobil-Philippines
Key Roles

· Supervise the overall logistics operation of the company 

· Coordinate and monitor security and safety matters related to business with the General Manager 

· Monitor and ensure the timely delivery of petrochemical product to service station and industrial customers

· Prepare weekly and monthly reports on volumes/profits 

· Keep tracks on the losses and gains of the company

· Ensure accurate delivery cost is billed to client

· Supervise and ensure the accounting data and payroll is properly manage and computed

· Schedule the Payables and Receivables 

· Prepare and report on time check payment  together with the invoice 
· Attend bank transaction related to business

· Authorizing the preparation and issuance of Purchase Orders, Waybills and Invoices 

SCHOLASTICS



· Bachelor of Science in Accountancy 
Philippine School of Business Administration, Manila, Philippines in 2000
CERTIFICATIONS & TRAININGS


· LEED AP (Leadership in Energy and Environmental Design Accredited Professional – 2009
USGBC/GBCI (United States Green Building Council)
· PQP, PBRS (Pearl Qualified Professional, Pearl Building Rating System), Estidama – 2013

Abu Dhabi Urban Planning Council
IT EXPOSURE



· MS Excel, Word, PowerPoint, Basic MS Visio, Outlook, Windows and Internet Research
PERSONAL DOSSIER



Date of Birth



:
5th July 1979
Nationality



:
Filipino
Languages



:
English and Tagalog
Curriculum Vitae
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