Nadugo
Nadugo.94214@2freemail.com  

Personal Particulars
Age


: 29 years 10 month(s)

Date of Birth

: 1 Oct 1976

Nationality

: Philippines

Gender


: Female

Marital Status

: Single

Permanent Residence
: Philippines

Educational Background

Post Graduate Diploma

Field of Study

: Law
Major


: General

Institute/University
: San Sebastian College-Recoletos,LYCEUM Institute of LAW School., Philippines

CGPA


: 90/100

Graduation Date
: Mar 2002


Bachelor's Degree
Field of Study

: Humanities/Liberal Arts
Major


: POLITICAL SCIENCE

Institute/University
: San Sebastian College-Recoletos, Manila, Philippines

CGPA


: 92/100

Graduation Date
: Mar 1997

Employment History

Justice Advocates Office, DEIRA DUBAI,U.A.E.
Position Title
: Legal Representative
Position Level
: Junior Executive

Specialization
: Lawyer & Legal Assistants

Industry

: Law / Legal

Duration
: Mar 2006 - Present

Monthly Salary
: -

Work Description: 
- Assist Filipino clients and other nationalities who are english speaking,
- Check their files at Police Stations

- Draft agreements and Conractsin the office for clients and interpret each matter to clients,

- Accompany the clients in most cases to court or to police station,dubai Courts and Dubai Prosecutors Office,

- Act as their legal representatives in any meeting outside the Court

- Arrange meetings with the opposing clients and arrange possible settlement,

- filing, check files to be in order,



Middle East Development- Eng. Office- DEira DUBAI
Position Title
: Executive Secretary/Administrative Assistant
Position Level
: Junior Executive

Specialization
: Clerical/General Administration

Industry

: Arts & Design

Duration
: Oct 2005 - May 2006

Monthly Salary
: Peso 37000

Work Description: 
- Arrange files,In-charge of all Correspondence in and out of the Office,Fax letters
- Arrange meetings, deadlines, organized contacts,

- In-charge of all Office Management,

- In-charge of all employees Files,

- Arranged flights, bookings and all other trips for our guest and employees,

- Act as Office Administrator, Secretary and act as Assistant to the Director.

- Also HR Coordinator for employees details,documents and plays the role of a receptionist that caters all our clients.



Diamante, Diamante and Associates Law Office
Position Title
: Legal Assistant
Position Level
: Junior Executive

Specialization
: Lawyer & Legal Assistants

Industry

: Law / Legal

Duration
: Oct 2003 - Jul 2005

Monthly Salary
: Peso 25000

Work Description: 
- Coordinate with high ranking Government officials concerning government projects which our office is taking part;
- Research related law cases on internet,supreme court files,Court of Appeals' files,Congress library or datas in lex libris;

- In-charge in attending hearings at the Prosecutors office;

- Prepare pleadings,motions and other legal forms;

- Coordinate with clients regarding status of their cases;

- Render legal services to walk-in clients;

- notarial services;

- Render pro bono legal services to indigents;

- coordinate with trial court's personnel for scheduled hearings;

- update files of current cases.



Wheelers Club International
Position Title
: Telemarketer
Position Level
: Fresh/Entry Level

Specialization
: Customer Service

Industry

: Automotive / Automobile / Vehicle

Duration
: Sep 2001 - Oct 2003

Monthly Salary
: Peso 18000

Work Description: 
-Customer assistant,worked with a team under the marketing department.
-Provides 24hrs. on call emergency road assistance to all clients named as accounts through phone.

-Market quota for the day must be achieved,with the other members of the team.

-Our department is equipped with several trunklines,telefax and computers to meet our client's demand.

-Our purpose is to guarantee satisfaction of our clients.



Grayline Plans Incorporation
Position Title
: HR Officer
Position Level
: Fresh/Entry Level

Specialization
: Secretarial

Industry

: Banking & Financial Services

Duration
: Jan 1999 - Mar 2001

Monthly Salary
: Peso 12000

Work Description: 
- Executive Secretary to the Hr Manager,
- conduct initial interviews and psychological test,

- assigned as officer of the day,when Hr manager is out,

- prepare examination papers and evaluation sheets,

- prepare schedules of interviews,initial and final,

- assigned and conduct orientations.

- general and clerical office works.

Top Skills
(Proficiency: Advanced - Highly experienced; Intermediate - Familiar with all the basic functionalities; Beginner - Just started using or learning the skill)

	Skill
	Years
	Proficiency

	driving
	>5
	Advanced

	computer literate
	5
	Advanced


Languages
(Proficiency: 0=Poor - 10=Excellent)
	Language
	Spoken
	Written

	English
	10
	10

	Filipino
	10
	10

	Spanish
	3
	4


Additional Info

OBJECTIVE:

- To serve,contribute and provide the needed service through continuous learning,exposure,learned skills and enhance my ability in handling various cases, arising from work-related matters in the interests of the industry where I will be working.

WITH VALID UAE DRIVERS LICENSE.

OTHER WORK EXPERIENCE:

1998

Martinez Party

Paralegal/Tagaytay City.

1997

Beverly Hills Marketing

Secretary/Ortigas Centre,Pasig City.

1994

CARL'S JR

Service Crew (end contract)/Tutuban Center Mall.

Willing to Travel


: Heavy (>50%)

Willing to Relocate

: Will Consider

Possess Own Transport

: No

Expected Monthly Salary
: -

Availability


: After 25 Jul 2006

