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PROFILE
I am seeking to apply my experience and knowledge in Administration, Human Resources, Project Document Controller/Technical Support / & Customer Service to a company that will grow my capabilities as an effective employee and responsible individual. 
I have naturally strong interpersonal skills and am an enthusiastic and fast-learning employee, who will work hard to contribute to the needs and growth of the company for its betterment.

SUMMARY OF QUALIFICATION 
· 12 years of experience in Office Management and secretarial work in a large organization (Gov’t & Private Sector) with minimal supervision
· 18 years of experience in handling different clients/or customers both in the Philippines and in the UAE most specially VIP clients (Esp. SHIEKA’s)
· Approved by Western Region Municipality as Technical Support (ADMIN/HR/ Proj. DC)
· Computer literate – Proficient in different applications of MS Office, Microsoft Outlook  ORACLE/MAXIMO, Adobe Illustrator, AMLAKI – Real Estate(Software), FTP Project & Tendering software and TOUCHMATE (HR software) & Acrobat Photoshop
· Effective listening, verbal and written communication skills in English, Filipino & verbal communication in Arabic 
· Able to work well with all levels of internal customers, colleagues, management and staff.
SKILLS & COMPETENCIES
Exceptional customer service and interpersonal skills, strong team player, hardworking and fast learner, adaptable and flexible, a motivator and leadership skills, energetic and positive attitude, Pro-active, versatile, resourceful always looking to find solutions to challenges & Ability to work solitarily or with a team, Able to work under pressure and meets goals and deadlines

CAREER PROGRESSION 
Dept. Secretary/ Office Admin, Onshore (Oil & Gas)       Sep 15, 2014 – Present

Abu Dhabi Marine Operating Company – ADMA OPCO 

Planning & Strategy Dept. Umm Shaif / Head Office Abu Dhabi, UAE

Approved: Security Clearance/Police Clearance 
Administration Executive Sec/ HR Officer /                      Mar 15, 2009 – Sep 2014
Projects Technical Support & Document Controller


EUROESTUDIOS – Engineering Consultancy 

(International Spanish Company main Office in MADRID- Spain)

Clients: WR-Municipality, AD Municipality (ADM), DOT & MUSANADA

Approved by:  Western Region Municipality (WRM)
ADIB Bldg., Airport Road, Abu Dhabi - UAE

Events and Promotion Representative     
              Jun 21, 2008 – Feb 2009
Customer Service Rep, Receptionist 

          
PURE Real Estate, DAR ALDHABI Projects 
(4- Towers in Al Reem Island) Abu Dhabi, UAE

Assistant Manager / Sales Consultant (Promoted)
Apr 1998 – Jul 2008 
Donna Moda   – Luxury Retail Store
(100% Made in France/ Italy – BRANDED)
Abu Dhabi, UAE
Smart Assistant (Promoted)
  

               1997 – 1998
Jollibee Fast Food

Recto Manila, Philippines
Assistant, Human Resources                                                
National Food Authority, (NFA) Quezon City, Philippines  1996 – 1997
Dept. Secretary/ Dept. Focal Point /Office Admin-1/ Admin Officer

Training Coordinator - Multi-tasking 
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Carries out secretarial activities for MPS(US), including making appointments, receiving and replying telephone calls and receiving VIPs and overseas necessary arrangements for visitors. Prepares stationary, equipment and material requests, receives and distributes among subordinates. 

·    Handles and tracks the calendar of Team Leader’s logistics and schedule meetings, and appointments.

·    Coordinates to conduct Weekly Meeting with the whole, prepares the minutes and updates Team’s action tracking. 

·    Handles and tracks the flow of documents/mail and records of correspondence sent out to or received from various 
department heads. Ensures the timely distribution and deliver of mail and keep copies for records and follow-up.     
Maintains systematic filing of documents

· Arrange flight Offshore Sites visits, car transportation from point of origin to the arrival destination.
· Ensures the validation of Travel Card/ OPTIMA & SECURITY PASS of the Division Manager and Team Leaders
· Support the whole Business Unit secretaries/focal point, especially the SOA of SVP(US/NS).

· Works in line with HSE policy, and ensure awareness and compliance of HSE rules and regulations by subordinates.

· Collects outgoing mail from Manager’s out-tray, keeps record of correspondence sent out to various department heads for their comments or action. Other routine outgoing mail is distributed or copies are made if necessary.

· Dispatch outgoing mail and maintains records of documents which require Job Officer’s response and follows-up necessary actions. Maintains the Bring-up System and follows-up work progress.  Receives and relays messages, and answers routine queries.   
· Arrange appointments for Managers TLs & SLs, receives and guides visitors to Dept Manager Office. Makes arrangements for conference room meetings including preparation of visual aids, 

· Arranges site visit requirements; site visit approval, helicopter bookings and car service bookings.

· Job officer- Coordinates and follows-up with concerned contractors/personnel on matters related to Travel card (OPTIMA), security passes, security clearance, and transport, when required. 

· Ensures direct delivery of confidential materials/mail. Ensures good housekeeping in the office and arranges for proper storage of office materials and files. Ensures that office equipment such as; work processor/computer terminal/printer, facsimile …etc. are kept and handled properly and requests service for the maintenance in case any defects. Arranges circulation of various magazines, periodicals …etc.

· Works in line with HSE policy, and ensure awareness and compliance of HSE rules and regulations by subordinates.

· Ensures that office equipment such as; word processor/computer terminal/printer, facsimile …etc. are kept and handled properly and requests services for the maintenance in case of any defects. Provides secretarial services to Departmental/Section Heads when required. Maintains and updates the Division’s filing system.

· Performs other related duties as assigned by Managers & Team Leaders such as, making photocopies of various documents and circulating to Departments as appropriate, receiving/transmitting confidential documents and other material via facsimile machine and E-mail to Divisional/ Departmental Heads, preparing and dispatching invitations for social functions.

Part of Production & Integrity Assurance Sub-Committee (PIASC)/ Projects Sub- Committee (PSC)
2 years SHAREHOLDERS Meeting with ADMA-OPCO Senior Management

 ADNOC/ BRITISH PETROLEUM (BP)/ TOTAL ABK/ JAPAN Oil Company (JODCO) 
· Provides full support to the chairman secretary; Arrange meeting to all MPS’s & subordinates to ensure all Divisions has prepared their Presentations & Materials.
· Prepares draft agenda, calendar schedules, seating arrangements, photographer, Shareholders, delegates name tags, parking & food arrangement. 
· Collates Shareholders’ replies on the Meetings, fax, Lists of confirmed attendees, Assets Write-off, follows-up same, prepares when necessary reminders and necessary memos for internal action. 
· Maintains all confidential and general files for General Management and ensures appropriate archiving of old
                  Administration Executive Secretary of the Abu Dhabi Branch Manager / 
            HR Officer/ Projects Technical Supports - Multitasking

· Approved by WRM as Technical Support cum ADMIN support & in less than a year has been promoted as HR officer & Executive Asst. of the Branch Manager in 2010 with increment & onwards.

· Handles the recruitment of required personnel for new projects award from head - hunting, short-listing applications, interview coordination, hiring and other visa and labour requirements.

   Files & documents
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· Handles HR staff profile documentation & daily administrative operations.

· Person in-charge for renewal & dealing with the contact & concern broker for staff & company insurance.

· Prepares itineraries, staff annual ticket, repatriation & LPO.

· In-charge for staff leaves application & other memo HR concerns. (Public holiday & leave approval).

· Assists the procurement dept. team with RFA tendering for technical / commercial & bid bond proposal.  

· Coordinate and assist procurement/tendering Dept. team for formatting propose staff CVs, compile & gathered all tender documents using the FTP (file transfer protocol) system.
· Receives and screens visitors, telephone calls and correspondence directed to the Branch Manage/ & other Executive Directors. 
· Assists Abu Dhabi Branch Manager/Executive Directors/PDs/PMs and Senior Engineers in meeting preparation, set-up and clean up.
· Custodian of major company secretarial information/files, resolutions and other regulated documents.
· Perform general office duties such as ordering supplies, maintaining records management systems, and performing basic bookkeeping.
· Answers general inquiries from other Branch office like; MADRID / ALGERIA/ SAUDI regarding departmental polices, practice and procedures.
· Coordinates and schedules events, meetings, travel, hotel booking and rent a car for the branch manager & other senior’s engineers.
Projects Technical Support-Sectary/Document Controller for Project Director & Project Managers for

New (4) projects in Abu Dhabi (ADM/MUS/DOT) &

(4) Projects in WRM

· Provide general administrative and clerical support including mailing, scanning, faxing and copying to management

· Undertakes and performs any other duties as assigned from time to time by the Executive Office.

· Controls all documents in accordance with the requirements of the company Quality Manual and any related procedures.

· Coordinate with the WRM staff regarding staff approval, candidate interview schedules and staff starting date / mobilization - demobilization staff & other concerns

· Updates all logs and registers of current controlled documents such as Receiving & Sending Correspondence Ex. Work Orders, Letter of Awards, Cont Agreements, ROI, etc.

· Gather all documents that must be transmitted to other parties (client, contractors, subcontractors etc.)

· Prepares, compiles and binds Conceptual, Preliminary & Final Designs as per the requirements of the Municipality or /clients, contractor & stakeholders

· Scan all received and sent documents in PDF to be uploaded in Document data system or in FTP for records

· Distribute & organize the folder of transmittal letters & drawings according to Project names & correspondence folders.

· Ensure that letter correspondences have been formatted & keep the transmittal Nos. accurate. 

· (In chorological set up)

· Support project technical team for printing & formatting submittals , deadlines reports & etc.,

· Upload & download all final submittal documents to FTP or Projects shared folders used by PDs & PMs & technical teams.


              Customer Service Rep, Receptionist, Events and Promotion Representative

· Foster and manage customer and client relationships, in person, by phone and email.
· Coordinate and assist with client promotional marketing and sales events, product launches and exhibitions
· Support sales team through engaging, collating and logging leads, then directing them to sales

· Support financial and legal teams through administration of accounts, payment schedules and answering client       enquiries
· Manage and maintain 8000 person AMLAKI database, the computer system used by sales, legal, marketing and financial teams

· Generate sales invoices, payment advice slips and client administration for real estate development valued at over AED 6billion

· Maintain registers and tracking sheets for all important incoming and outgoing client correspondence using AMLAKI database
· Analysis of sales prospects, clients and other information of AED 6billion real estate development
· Manage the switchboard and boardroom bookings for a total of four companies that make up the PURE Real Estate group
Assistant Manager / Sales Consultant (Promoted)
· Sales and customer service for fashion retail store, achieving monthly sales targets
· Manage high profile client relationships for VIPs and SHEIKAS, through item selection, preparing orders and dispatch for delivery

· Work with fashion labels to promote new brand/collections

· Responsible for daily cash flow reporting, balancing cash drawer and bank deposits

· Ensure showroom and product lines and displays are maintained in line with branding and immaculate displays

· Manage and dress key shop front window displays, rotating new product lines and new range of stock

· Liaise with external suppliers and partners, ensuring  timelines are met and stock levels are continually monitored

· Mentor and train junior and new sales assist

                                               Smart Assistant (Promoted)

· Organize and facilitate special party occasions such  as birthdays, anniversaries and any milestones

· General customer service, including inbound/outbound calls for new orders and deliveries

· Manage relationships with external suppliers and partners

· Responsible for cashier, cash float and stock monitoring

· Mentor and train other employees


                                               Office Secretary/ Assistant, Human Resources

· Manage company switchboard for incoming and outgoing calls

· General office management, including correspondence, organizing and maintaining files and other records

· Maintain employee record and information database

· Responsible for outgoing calls and other administration.
Western Region Municipality Approval (WRM)
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With 18 yrs. of Experience in GULF/


Abu Dhabi - UAE





Fields in Office Admin /HR /  Projects-Document Controlling /Technical Support/ Customer Service / Hospitality / Sales





MARICEL 


Email : � HYPERLINK "mailto:maricel.369104@2freemail.com" �maricel.369104@2freemail.com� 





�





Academic Qualifications


Computer Science Graduate 


(Maj. in Computer Programming)


Interface Computer College


Manila, Philippines


 Date Grad: April 1996





BS in Business & Admin 


National College of Business & Arts – Manila, Phil.


1996-2000





Training/ Seminars Attended


ADMA-OPCO – Oracle & Maximo – HR System


ADMA-OPCO – eQForm 


OPTIMA/ Travel Pass Security Pass & Security Clearance   & Medical


ADMA-OPCO Photoshop


ADMA-OPCO HSE Survival Training & HSE – Near Miss & BSA


ADMA-OPCO Vision Mission Values (VMV) Workshop


Projects Management  Tendering (Engineering Consultant – (2011 -2013)


HR Recruitment Training


TOUCHMATE  - HR special software (2011)


AMLAKI –  Real Estate Data Base System ,Special Software for Real Estate 


(July 2008)


Customer Service Oriented (Excellent workshop) 


PDOS – POEA





Personal Information


Marital status: Married


Visa Status: Husband Visa


No Objection Cert. 


Holds Attested Education Diploma & Training Courses Certificates 








References:


Available upon request
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