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	Profile
	
	Key experience
	
	Profession

	I have more than 25 years of  professional experience particularly supporting market facing leaders in document control and administrative capacity. I demonstrate confidentiality, strong time management, planning / organizing and presentation skills. I have a good level of personal confidence and resilience. I have the ability to manage workload and resources and any office related project in a collaborative manner.  Proactively work unsupervised and using own initiative with clear understanding of the importance of accuracy, and demonstrate this in all my work.
	
	· Bidding Excellence

· Site Operations & Project Management assistance
· Facility Services, Sports Complex  and Shipping Industry
· Qualified internal auditor

· In-depth knowledge of document  control systems ProjectWise V8i, Primavera & Aconex and its procedures

· High level of computer literacy, Windows, Word, Outlook and Excel

· Fluency in both written and spoken English

· Knowledge of CRM system


	
	Administrator / Coordinator / Personal Assistant

	
	
	
	
	Nationality / Languages

	
	
	
	
	Filipino / English 

	
	
	
	
	Qualifications

	
	
	
	
	Bachelor of Science in Secretarial Administration

Two-year Junior Secretarial

	
	
	
	
	Professional associations

	
	
	
	
	Internal Auditor: OHSAS 18001: 2007, ISO 14001:2004 & ISO 9001:2000
Certified Fire Warden / First Aider: 2015 – Eurolink




Experience with Atkins (13 July 2015 – 31 May 2018)
Major Bids Coordinator
· Maintain an electronic library of materials for bidding including managing the Middle East Bid in a Box site on Axis.
· Ensuring relevant service delivery processes and procedures are followed for major bid submissions.
· Assisting with implementation of the Major Project Initiation White Book coordinating with the Major Projects Unit.
· Providing support to Major Projects Bid Centre team in areas such as presentations, preparing Stage Gate collaterals, preparing CVs for major bids and experience sheets.
· Retain and upload copies and records of all major bid information in a secure area and ensuring that these are managed and recorded.

· Encouraging lessons learned sessions and hosting these on behalf of the sector. Recording these lessons and communicating these or making these available to the Win Work Community.

· Supporting and contributing to the One Atkins 2020 goals and assisting the Major Bids Executive Asssistant with the project and the Project Lead for ‘Bid in a Box’ initiative.

· Arranging meetings and supporting the Head of Major Projects Bid Centre with ad hoc tasks.
· Responsible for maintaining and registration of Governmental e-procurement portals in order for Major Projects Bid Centre to be accurately notified of any updated bid invitation.

· Support compliance for PQQ and RFQ.
· Formatting, editing, resourcing of support documents required in a bid submission.

· Confident and comfortable with working with diverse team members.

· Effective in building good working relationships within the project team, and with the project stakeholders.

· Other duties as required from time to time.
Project Management Support

Project – Dubai Creek (Atkins Head Office based)
· Responsible in mobilisation of secondment staff from GDC (board and lodging). 

· Responsible for secondment staff workstation including their temporary access card, computers, softwares and office supplies. Make their mobilisation ease and comfortable. Ensure after the period of secondment to return all being issued.
· Ensure the documents are communicated, circulated and log-in through Document Control system ‘Aconex’ and Project Control Internal system. 

· Provide assistance with the Project Manager and Assistant Project Manager. 

· Updating and ensure all documents (incoming / outgoing) are having soft copies back-up.

· Proactive with the day-to-day project operation.

Project – Route 2020 (Site based)

· Manages Outgoing / Incoming Project documents such as FCRs, RFIs, Show Drawings

· Keeps Track of all records and chasing after of the response

· Performs edits on documents when required

· Responsible to validate all the files and control all the documents

· Responsible to ensure all the documents are filed accurately

Experience with Atkins (13 July 2008 – 12 July 2015)
QSE Administrator
· Act as point of contact for all QMS, HSE & DSET issues.
· Ensuring all queries that matter QMS & DSET has been replied & actioned.

· Support the process of project set-up with collaboration with the QA/QC Engineering including procedures, forms & templates etc.

· Maintaining of office filing system in main files (central) in hard copy which refers to QMS, HSE & DSET matter.

· E-Archiving project files into the system which refers to QMS, HSE & DSET matter.

· Managing documents registration  system pertaining to MPR, KPI, Weekly QA/QC report and ensuring compliance from QA/QC Engineer working at site project office.

· Managing documents issuance pertaining to Technical Bulleting, Internal Audit memos, Letters to concerned parties regarding TOC, DLC & Performance Certificate.

· Production of monthly regional scorecard reporting with review and approval by concern Senior Level.

· Preparation & monitoring of internal audit schedule in QMS & HSE. Preparation and maintaining records for all project sites DLC & TOC.

· Follow-up, collating & issuing completed internal audit report for QMS & HSE.

· Updating  and continual tracking of actiosn taken on internal audit report for QMS & HSE against the tracking schedule report and ensuring close-out status.

· Maintain tracking record of returned Ipad units and ensure is in good working condition.

· Provide SnagR access to each site staff as required by the project sites.

· Performed e-Archiving audits (Dubai & Abu Dhabi) as per schedule programme.

· Liaising with newly hired staff and non-compliance SOD staff to ensure completion of HSE Skillport training modules. IHSA Testing & HSE Induction.

· Assisted in External  Audit when any reasonable requirements as and when required.

· Development of ‘new forms & templates’ and upgrade existing documentation system.

· Experience with ISO9000 quality requirements.

Experience with Mace Group (29 June 2003 –  10 July 2008)

Senior Document Controller / Secretary / Administrator
Projects involved:  Jumeirah Beach Residence (Sector 5) / Ibis Hotel, Al Barsha
· Document Control/Management experience on major building projects (eg. Mixed-use/high rise/hotels/mega development projects).

· Acted as administrator in Project control system ‘Primavera’.

· Acted as a gatekeeper of project information and ensuring confidentiality of critical project ifnromation at all times. 

· Demonstrated track record in the delivery of large multi functional projects.

· Handling major general administrative duties and provide support services to the project management. 
· Controlling the numbering, filing, sorting and retrieval of electronically stored and hard copy documentation produced by the project team and project stakeholders in a timely, accurate and efficient manner.

· Support project team in administering the incoming / outgoing communications.
· Receive, catalogue and store electronic and hard copy technical drawings, reports and related information in an orderly manner, in line with policies and procedures.

· Allocate and control the document numbering system for the project.

· Work with precision to ensure that all electronic and hard copy filing is accurate and is easily retrievable.

· Respond in a timely manner to requests to retrieve information, information searches and general requests for support from project team personnel.

· Accurately update information as required.

Acting Office Manager / Project Administrator

· Services provided may include but not limited to maintaining project files, updating & maintaining day to day operation of the company. 

· Being accessible to all co-employees, maintaining the Project documentation system, consistent and flexible in approach to job relations and most of all provide efficient service possible within the frame work.

· Leading on document control activities and tasks and delegating to more junior team members where required.

· In-depth knowledge of project controls procedures.
· Able to train junior staff and to mobilise people and teams and drive for a successful delivery ensuring rapid mobilisation and development of tailored documentation and processes relevant for the services and embedding client requirements into key documentation including brand and quality of templates and proceses.

· Effectively building good working relationships quickly.
· Other Office Administration duties as requested from time to time.
Experience with Sharjah Ladies Club (26 September 1994 – 5 November 2000)

Personal Secretary / Administrator
· Responsible for all general administration, including liaising with instructors, students, providing course content information.

· Diary management – taking initiative in managing Art Manager’s calendar to maximise her efficiency, considering internal and external meetings locations etc.

· Meeting organisation – requesting meetings, negotiating timing, rescheduling, cancelling, confirming meetings, IT, and tea and coffee supply.
· Preparing Art Manager meetings, printing paperwork, reminding her of actions and responsibilities.

· Screen phone calls, enquiries and requests, and handling them when suitable or directing to appropriate department.

· Liaising with senior level colleagues and instructors by email and over the phone.

· Recording and disseminating of meeting minutes.

· Draft communications for external and internal stakeholders, including internal communication to all instructors on behalf of the Art Manager.
· Request and ensure IT for support in Art Manager meetings.
· Record keeping of contacts, personal and Art Centre documentation.
· Assist other Senior Team with printing, preparing documents and disseminating information when required.
· Handling registration procedure, fee acceptance, petty cash and refunds.

· Prepare / disseminate newsletter, report, flyers.

· Organisation of Events such as Art Exhibition, Fashion Shows.
· Maintain and monitor all art centre equipment, club facilities, utility systems and others.

· Responsible for receiving, storing, distribution and inventory of items for the art centre, health spa and salon.
Experience with Asia Bulk Transport Phlippines, Inc. (10 January 1990 – 30 August 1994)

Executive Secretary to the EVP
· Responsible in maintaining all company documents and accurately filed. Handling and arranging business appointments, meetings and other schedules for the EVP, according to his availability & workload. 

· Responsible in uploading & downloading emails and other documents and report of the EVP. Handling all correspondence of the EVP & President with confidentiality. 

· Maintaining secrecy of all confidential matters for the preservations of the company’s trade. Maintaining files that involve the manning certificate renewal, legal matters concerning the principals, yearly manning report to the government agencies. 

· Handling any and all Club memberships of the EVP & President, weekly functions, monthly meetings and yearly inductions. Any other work or tasks as directed by the EVP.
· Provide secretarial support to the financial team.

· Maintain Financial and Government  filing system up to date.

· Arrange Meetings and Business Travelling for the Executive Vice President.

· Ad hoc assignments.

