
Eduardo

Eduardo.354424@2freemail.com  
	Experience
	September 1, 2015 to present            Zamil Projects – PRD

                                                              Contracts & Procurement Department
                                                              2nd Industrial City, Dammam, KSA

Contracts Specialist/Coordinator
· Provide assistance and guidance on the evaluation of contracts during pre-contract /bidding stages and post-contract stages.                                                                                    

· Prepare comments and recommendation to BU/DEPT heads upon request regarding contractual obligations in the various stages of the project in relations to contractual issues and disputes.                                                                                                                        

· Drafts & prepares contractual letters/correspondences in response to customers in regard of contractual issues/claims.
· Prepare initial up to final draft of contracts agreements and others - for final review upon approval of Contract Manager.                                                                                                                           

· Formulates, draft, review, revise and collate contractual/agreement templates. For future references and usage. 
· Coordinate with project engineers, to regulate proper maintenance of contractual records, changes and status reports and other documents for all projects.                                    

· Investigates contractual issues and disputes regarding claims and allegations of default.

· Assist in ensuring that contractual terms and conditions are in the best interests of the company.                                                                                                                                                                      

· Assist in assuring that necessary company policies, rules and regulation are employed in contract process and that all legal requirements are incorporated into all agreements. 
· Assist in ensuring that all contractual risks are identified and mitigated. 
· Provide legal interpretation, opinion and recommendation. 
· Conduct training to company personnel involved in sales, project management, operation and contract negotiations with clients in the concept of Basic Contracts.

July 9, 2014 to August 31, 2015        Zamil Coolcare – Mobile Sales Team

                                                              1st Industrial City, Dammam, KSA

Logistics Sales Support/Material Control

· Performs support to all Mobile Sales team

· Manage all the items/materials/stocks of the Zamil Coolcare Mobile Sales Team

· In-charge of all the logistics requirements of the MST Sales, in the transfer of items/materials from warehouse to different branches and respective clients

· Monitor all technical sales support and issue tickets for their job requirements
· Acts as Admin Officer of the Mobile Sales Team

· Act as legal assistant by drafting, reviewing contracts with international suppliers, local distributors, dealers agreement as assigned by the GM

· Acts as liaison with international suppliers and negotiates with regards to the contracts/agreements between Zamil Coolcare and the Suppliers

December 16, 2013 to June 2014      Sta. Clara International Corporation

                                                              Catuiran Hydro Electric Power Plant

Site HR Officer 

· Performs Employee Relations Officer thru investigation, decisions on internal disputes resolutions

· Performs all human resources function, duties, and responsibilities from recruitment, hiring, firing, compensation and benefits, payroll officer and other functions of human resources office.
· Administrative Officer in Site

· Official Representative to the Local Government Offices in the Area.

August 19, 2013 to Nov. 2013           Sta. Clara International Corporation

                                                              Mandaluyong City – Central Office
HR Officer (Employee/Industrial Relations/Training Officer)
· Performs Employee Relations Officer thru investigation, decisions on internal disputes resolutions

· Performs Recruitment of Employees

· Prepares revisions on company policies and other rules and regulations

· Prepares materials for the training of employees

March 1, 2012 to August 15, 2013      MDR Group of Companies

                                                               Beaudry Builders Corporation

                                                               Valenzuela City

Business Development & Special Projects Officer
· Performs the function of Executive Assistant to the President;

· Acts as the company’s business development officer which include the function as company’s negotiator in entering contracts and projects;

· Directly deals with the principals of the company in terms of contract negotiation, initiation, drafting of the contract, quotation, and implementation and negotiated and won the following projects since I started as BDO in span of 1 year, such as:

a. Asphalt Overlay at Up-Diliman worth P1.2M;

b. Construction of Mormons Meetinghouse Facility at Bataan worth P29.6M;

c. Construction of Mormons Meetinghouse Facility at Atimonan worth P36.5M;

d. Construction of Mormons Meetinghouse Facility at Pateros worth P18.6M;

e. Construction of Mormons Mission House at Pangasinan worth P16.8M;

f. Construction of New Petron Service Station at Pasay worth P12M;

g. Construction of New Petron Service Station at Pasig worth P11.9M;

h. Construction of New Petron Service Station at San Juan worth P16M;

i. Construction of New Petron Service Station at Alfonso, Cavite worth P7.7M;
· Marketing Head for the corporation’s businesses such as construction projects, asphalt distribution to different principals, and real estate development;

· Still supervises the Office of the Legal Department from time to time;

July 23, 2011 to February 29, 2012     MDR Group of Companies

                                                          
     Woodhaven Corporation

                                                               Valenzuela City

Legal Officer
· Still performs the function of a Paralegal Officer but at added to it are the functions of the Corporate Legal Officer except to appear as the corporation’s counsel in courts

· Head of the Legal Department.

· Supervise the retained counsels of the corporation.

· Issue Memorandum to erring employees and officers of the corporation

· Conduct Mandatory Conferences

· Represents the company in various courts and government bodies in cases filed for or against the corporation.

· Issue Legal Advise to the Chief Executive Officer, President, COO, CFO, GSM and other Department Heads of the Corporation.

May 16, 2011 to July 22, 2011         MDR Goup of Companies

                                                          
 Woodhaven Corporation

                                                               Valenzuela City

Paralegal Officer
· Prepares, drafts, negotiate, and manages the contracts with clients, principals, and/.or suppliers

· Prepares Secretary Certificates and Board Resolutions

· Act as the representative of the corporation and attends all the hearing of all the cases filed for or against the corporation, its officers, and board of directors.

· Prepare drafts of the pleadings, motions, and other documents necessary for filing with the court.

· Prepare legal correspondences and review legal documents submitted to the corporation.

· Prepare draft memorandum of agreements and instruments like, deed of sales, deed of conveyance, deed of assignments and other instruments used in transferring ownership and possession of real property.
· Represent the corporation in corporate meetings with other officers of the corporation’s partners.

March 2011 to April 2011                 Hyundai Heavy Industries Co., Ltd

                                                            Al Dur IWPP Project, Bahrain
Paralegal (Project Coordinator)

· Prepares, drafts daily correspondences to and from the company to the ADPWC, OE Tractebel Engineering, Degremont SA, and other subcontractors in the Al Dur Independent Water and Power Project.

· Monitor implementation and enforcement of the EPC, Supply Contracts, and Sub-Contracts.

· Prepare the Minutes of the weekly meeting of the Principal, ADPWC, OE, DSA, GE, and other subcontractors.

· Collate and update the daily reports submitted by the different divisions of the project and its subcontractors.

October 2009 to March 2011                              Thomson Reuters, Phils.

Legal Publishing Specialist

· Updating daily US Codes of Federal Regulation.

· Updating twice a month on the Texas Administrative Code.

March 2008 to Sept. 2009
La Savoie Dev’t. Corp.
Makati City

Corporate Legal Officer

· Act as the In-House Counsel of the Corporation.

· Head of the Legal Department of the Corporation.

· Supervise the retained counsels of the corporation.

· Prepares and drafts daily correspondences regarding the contracts with suppliers and/or clients

· Prepares, drafts, negotiate, and manages the contracts with clients, principals, and/.or suppliers

· Prepares Secretary Certificates and Board Resolutions

· Act as the representative of the corporation and attends all the hearing of all the cases filed for or against the corporation, its officers, and board of directors.

· Prepare drafts of the pleadings, motions, and other documents necessary for filing with the court.

· Prepare legal correspondences and review legal documents submitted to the corporation.

· Prepare draft memorandum of agreements and instruments like, deed of sales, deed of conveyance, deed of assignments and other instruments used in transferring ownership and possession of real property.
· Represent the corporation in corporate meetings with other officers of the corporation’s partners.

November 2007 – March 2008                              Teletech-Novaliches


                                                                                 Quezon City

Customer Care Representative

· Receives calls from the customers of the client company of Teletech-Novaliches.  
· Trained for New Zealand Telecom as Technical Support Specialists.
May 2005 – October 2007            Gen. Miguel Malvar Med. Foundation         

                                                      Quezon City

Paralegal Officer

· Prepares and drafts daily correspondences regarding the contracts with suppliers and/or clients

· Prepares, drafts, negotiate, and manages the contracts with clients, principals, and/.or suppliers

· Prepares Secretary Certificates and Board Resolutions

· Act as the representative of the corporation and attends all the hearing of all the cases filed for or against the corporation, its officers, and board of directors.

· Prepare drafts of the pleadings, motions, and other documents necessary for filing with the court.

· Prepare legal correspondences and review legal documents submitted to the corporation.

· Prepare draft memorandum of agreements and instruments like, deed of sales, deed of conveyance, deed of assignments and other instruments used in transferring ownership and possession of real property.
· Deal with the company's problem with the labor, whether filed in the NLRC, or Labor Arbiter, I am also in-charge with labor problems of the employees of the company.

October 2003 – Feb. 2004        Supremalex Credit Collection Services

                                                   España, Quezon City

Paralegal Officer/Collection Supervisor

· Prepares and drafts daily correspondences regarding the contracts with suppliers and/or clients

· Prepares, drafts, negotiate, and manages the contracts with clients, principals, and/.or suppliers

· Prepares Secretary Certificates and Board Resolutions

· Act as the representative of the corporation and attends all the hearing of all the cases filed for or against the corporation, its officers, and board of directors.

· Prepare drafts of the pleadings, motions, and other documents necessary for filing with the court.

· Prepare legal correspondences and review legal documents submitted to the corporation.

· Prepare draft memorandum of agreements and instruments like, deed of sales, deed of conveyance, deed of assignments and other instruments used in transferring ownership and possession of real property.
· Review, revise, and edit contracts and legal matters with regards to clients.

· Approve, review, revise, researched and edit demand letters, legal forms, and pleadings. I do client calls, presentation of company profile and other legal matters except to represent a client in court proceedings.

· Prepare the monthly status report to our clients, and supervises the account executives who handles accounts of the clients, and as the supervisor big accounts are under my strict supervision.
Jan. 1998  – May. 1998 Marazem Metal Forming Saihat Ind’l Area, Kingdom of Saudi Arabia

Purchaser/Administrative Officer

· Monitor implementation of contracts with suppliers and sub-contractors and also with the principal.
· Purchaser/Buyer/logistics officer.

July 1997 – Dec. 1997 M.Y. Al-Qahtani Gen. Const. Services   Al-Khobar, Kingdom of Saudi Arabia

Assistant Administrative Officer/Field Supervisor 

	Education
	· 1999–2003
Aquinas University 
Legazpi City

· Bachelor of Laws

· Graduated.

1991 – 1995          Mary Mother of Salvation Major Seminary  Legazpi City

· Bachelor of Arts Major in Classical Philosophy

· Graduated



	Certificates

Personal Circumstances

Interests
	· Certificate of Attendance of FIDIC Claims and Disputes conducted by Cornerstone Seminars at Dubai, UAE, December 19-20, 2016
· 42 years old/ Male - D.O.B. – August 9, 1974/P.O.B. – Pandan, Catanduanes, 

· Filipino citizen

· Basketball, playing guitar, billiards, watching television, and movies.


I hereby certify that the above information are true and correct to the best of my knowledge and authentic documents and my discretion.

