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ELMER SAGABAEN DE VERA
Mobile phone: 966 56 444 0382 / +639 39 379 8598 
Email Add.: ebi_02devera@yahoo.com
Al Thumamah Street, Al Yasmin District Riyadh City, Saudi Arabia

Objectives
To  work  hard  with  full  dedication  for  the  achievement  of  organization  objective under  satisfying  job  contact,  hence  enhancing  my  skill  and  knowledge  and  ready  to learn new things.

WORK EXPERIENCES:
I have been working for 16.08 year(s).

· Saudi Pan Kingdom Company
Building 3932, Thumamah Street, Al Yasmin District  PO Box 6583, Riyadh 13322 Kingdom of Saudi Arabia
August 6, 2024 – Present 


· Executive Secretary to the CEO


· Al Gihaz Contracting Company
Siteen St., Mishrifah District, Jeddah, Kingdom of Saudi Arabia
July 2014 – December 2021

· Executive Secretary / Department Administrator

Key Duties & Responsibilities:
· Reporting to the Executive Vice President (Projects) &  Grid Connection Director – Western Region and follow instruction with honesty and trustworthy.
· Provide word-processing confidential documents and secretarial and Administrations support.
· Receiving documents for signature of Executive Vice President (Projects) &  Grid Connection Director  and delivering to the concerned projects and Departments.
· Receive, direct and relay telephone messages and fax messages.
· Type confidential documents on a word processing system.
· Maintain the general filling system and file all correspondence.
· Respond to public inquiries.
· Maintain an adequate inventory of office supplies.
· Provide administrative services for the office administration.
· Effective verbal and listening communications skills.
· Prepare Passport and Iqama renewals
· All Admin related works
· Receiving documents, box, parcel to be send to courier, Overall Courier in charge  
· Assist in planning and preparation of meetings, conference and conference telephone calls.
· Scheduling of project meetings and updating the reporting manager
· Computer skills including the ability to operate word processing programs at a highly proficient level.
· Assist in planning and preparation of meetings, conference and conference telephone calls.
· Book keeping skills
· An understanding of relevant legislation, policies and procedures
· Procurement Tasks
· Overall incharge of all Department Testing Equipment and Machines
· Performs all related duties as assigned.

· The Philippine American Life and General Insurance Company (PHILAM LIFE)       
Cotabato Jerez Agency – Koronadal City,  South Cotabato, Philippines 
June 2008 – December 2013
                 Office Secretary /Document Controller
                 Key Duties & Responsibilities:
· Directly reporting to Agency Manager and follow instruction with honesty and trustworthy.
· Responsible for performing different administrative or support tasks for the insurance agency manager and their unit managers
· Performing data entry work on behalf of the agency manager
· Receiving incoming calls, making outbound calls to other divisions
· Coordinating with people from other departments
· Preparing invoices on behalf of the agency manager
· Physically moving stationery and documents to various places in the office
· Arranging travels and conference rooms for the agency manager, be 
knowledgeable about all deposit, customer payments and customer Insurance products.
· Facilitate regular employee meetings to discuss goals, disseminate company information, and discuss operational issues.
· And performing various other duties as required.

· Philippine Long Distance Telephone Company  (PLDT)   
Davao Business Zone
      On the Job Training, C. Bangoy Street, Davao City, Philippines
                  November 2007 – February 2008
                  Customer Service Representative
                  Key Duties & Responsibilities:
· Interacts with a company’s customers to provide them with information to address inquiries regarding products and services. 
· To assist the clients for opening an account.
· Performs all related duties as assigned.

· The Philippine American Life and General Insurance Company (PHILAM LIFE)    
       Cotabato Jerez Agency – Koronadal City,  South Cotabato, Philippines 
       January 2003 – December 2005
      License Health and Insurance Underwriter
     Key Duties & Responsibilities:
· Prospecting and finding people who you can call to offer the benefits of life insurance.
· Approaching the client and making appointment.
· Fact-finding, knowing the clients work, Family and attitudes towards life insurance.
· Making sales representative of the total needs, triangle (benefits, savings and protection, accident coverage).
· Handling objection – answering questions and objection from clients about insurance.
· Close – making the clients signed the applications form with binding deposits.
 
EDUCATIONAL BACKGROUND:

COLLEGE		University of Mindanao                                                        
	    		Bolton Street, City of Davao, Philippines
                  		Bachelor of Science in Commerce 
			Major in MANAGEMENT
			2008

SEMINARS AND WORKSHOPS:		
· Maximizing Leadership Seminar
· Risk-Based Marketing & Sales Planning Workshop
· Study Management Seminar
· Common Behavior of Workers in the Workplace

SKILLS APTITUDE:
· Document Management Systems, Computer File Systems,
· Human Resource Management, Information technology management, Records Management technology
· Computer literate ( word, excel, power point )
· Public Relation and Customer Service
· Can communicate well in English, Filipino, Basic Arabic

PERSONAL INFORMATION:

[bookmark: _GoBack]Age:		  43 years old
Gender:	  Male
Civil Status:	  Single
Birth date:	  December 02, 1982
Religion:             Roman catholic 



I hereby certify that the aforementioned information is true and correct with the best of my ability:



CERTIFIED TRUE AND CORRECT:



ELMER SAGABAEN DE VERA
       Applicant
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