Curriculum Vitae of

MARILOU



      

Tiero.940872@freemail.com   
Objective: 

Take a challenging role in Legal field wherein I can optimize my knowledge and skills parallel to career advancement and growth of the company.
	PERSONAL BACKGROUND


Birth Date  
:  August 25, 1970


Last salary
`
:AED8,000/month
Sex

:  Female



Expected Salary
:12,000-negotiable







Citizenship
:  Filipino



Availability    

:Immediately

Visa Status       :  Tourist



Visa Expiry

: May 24, 2009
Reason of leaving previous employer: career advancement.  
	AWARDS/ACHIEVEMENTS


Outstanding Employee




EastNets (Multinational Co.) 2007

Outstanding Employee




Department of Labor-2001

Most Valuable Employee and Exemplary Performance 
National Amnesty Commission-1995

Most Outstanding Cadet Scout     
 

University of Southern Phils.- 1987

	QUALIFICATIONS, SKILLS & KNOWLEDGE


· 16 years experience in legal and administrative task;

· Excellent knowledge in preparing correspondence and legal contracts;

· Highly organized, good team player, optimistic and can work under pressure without need of supervision, flexible, quick learner and meticulous;

· Values honesty, sincerity and dedication to work;

· Lives and leads by example;

· Excellent knowledge in computer operations: MS Windows, Excel and Outlook

· Languages
 
: English – excellent reading, writing & spoken





: Tagalog- excellent reading, writing & spoken

                                               : Arabic- (basic: writing, reading and speaking) 

· Skills                           : Technical writing, correspondence, excel, MS office operations, outlook and typing accuracy at a speed of 60 wpm. 
	EDUCATIONAL BACKGROUND


· Graduate Bachelor of Laws (LLB)-1992-1998
University of Mindanao, Philippines

· Graduate Business Administration

          Ateneo De Davao University, Phils.
(Major in Banking & Finance)-1987-1992   

· Master of Public Administration- 2003

University of Mindanao, Philippines
· Graduate Bachelor of Secondary Education-2005-2006 University of Southeastern Phils.     

	WORK EXPERIENCES


Legal Assistant to the Corporate Legal Counsel– August 01, 2007 to January 8, 2009
EastNets (Multinational IT Company) FZ LLC, Sony Ericson Bldg. G02, Dubai Internet City, Dubai, UAE     

Job Description:

· Directly reports, assist and act as Personal Assistant to the Corporate Legal Counsel;

· Manned the Legal Department  and signs legal contracts/documents in the absence of the Corporate Legal Counsel;

· Monitored the timeliness and due observance of the company’s policies and execution of every Agreements that promotes professional image of the Legal Department;

· Directly communicates and negotiates clients to smoothly attain and mitigate legal issues thereby establishing rapport with clients geared towards increasing collection and made viable outstanding collectibles;

· Conducted research and gathers evidence/information to support the case handled to in order to gain a win-win bargaining terms with clients and partners;

· Prepared, drafts/review contracts and other related legal documents/correspondence securing the best interest of the company;

· Represented the Corporate Legal Counsel on meetings/conferences; 
· Provided legal opinion and interprets laws, rulings and regulations relating to IP rules/issues; 
· Handled highly sensitive, confidential information;
· Organized, updates and maintain document systems (electronic/templates and hard files) on agreements, policies, copyrights and articles and bylaws of incorporation.

Administrator cum Executive Secretary/PA to the Group General Manager– May 10, 2006 to July 09, 2007 -Jormand Hotel Apartments (Three Star Hotel Apartment), Dubai, UAE     

Job Description:

· Directly reports, assist and act as Personal Assistant to the Group General Manager;

· Ensured the smooth operation and administration of all the three branches of the hotels in the absence of the Group General Manager;

· Monitored and oversee the administrative needs of the management and hotel personnel thereby attaining quality of service;

· Supervised and ensure proper implementation of hotel rules, policies and procedures making personnel productive and efficient;

· Followed-up with supplier on hotel requirements/orders for its prompt delivery;

· Keep and updated files of all staff and ensure the timeliness and accurate tracking of Visa expiration of staff and licenses renewal and compliance of the hotel thereby preventing legal issues/penalties;

· Prepared memorandum, correspondence and other related documentation such as receipts of acknowledgment to support expenses/disbursements for the smooth auditing and accounting processes;
Legal Officer cum Researcher to the Port General Manager-  October 10, 1992 to March 31, 2006   - City Legal Office /Philippine Ports and Authority, Davao City, Philippines
Job Description:
· Conducted investigations :

· Criminal, Administrative and Civil cases

· Provided legal opinions, interpreted laws and recommendations on public issues as basis in the implementation/execution of orders by the Executive Officer or Head of the City (Mayor);

· Take charged of the Legal Unit in the absence of the Chief Attorney;

· Prepared legal documents such as affidavits, complaints, memorandum of agreement and contracts ;

· Advised clients, provides opinions/decisions on cases handled or consulted making inhabitants aware and conscious of their legal rights;
· Reviewed, gathered evidences/information and conducted research on cases handled;

· Represented the Chief Department on official engagements/meetings; and

· Organized, maintain and update law libraries and legal documents.
	REFERENCES AND CREDENTIALS: Available upon request. 
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