Position Applied For: Translator/Editing/Checking/Proofing

ZENIANITA M. SILVIA

A Member of the International Who’s Who of Professionals
	CARREER SUMMARY:
     11+years of rich challenging professional experience in various fields of Translation/Post-editing/Proofing/Checking Jobs and Contract Administration that met HSSE standards, Procurement and Logistics, Tender/Bid/Material Take-Off Management, Technical Sales, Marketing/Business Development, Customer Service and Relations, Documentation, Administrative Assistance, and Office Administration for oil and gas industry and multi-national companies.
     Proficient in English and good communication skills: translates accurately, writes clearly, and informatively; gather and presents numerical data effectively; and excellent planning and presentation skills, has participated in leadership training and customer service orientation seminar, conducted analytical survey of market situation (brand competition and market share), computer literate and proficient in SDL TRADOS Translation Software, SAP R/3 (SAP Systems, Application and Products in Data Processing), Lotus Notes, MS Visio, MS Office Outlook, PDF/Adobe and MS Office 2007 (Word, Excel and PowerPoint.)
INTERNATIONAL RECOGNITION:

May 14, 2010               Confirmed member of the INTERNATIONAL WHO’S WHO OF PROFESSIONALS

                                  Ms. Grace Anne Lauren, Director of Selection Committee
                                  2020 Pennsylvania Ave. N.W., Washington, D.C. 20006
EDUCATIONAL BACKGROUND:

1988 – 1992  

Bachelor of Arts Major in Political Science (General Average: 86.88%)

University of San Agustin, Philippines


A civil service sub-professional licensure exam board passer (82.86% rating in

1992)
 
AWARDS, DIPLOMA & CERTIFICATES
1993 - 1994   
Diploma in Computer Secretarial Course (General Average: 1.51% or 92-



94%)


Excellence Awardees in Micro Computer Operations 



Silver Medalist



EARN Technical & Computer School, Philippines

1983 – 1987 

Arevalo National High School, Philippines

1st Honorable Mention



	
	

	EMPLOYMENT RECORD:

Jun 2010 – Present         TRANSLATED AND PROZCOM
Oct 2008 – Jul 2009 
MODEX SERVICES & SUPPLIES NIGERIA LTD.

Aug 2008 – Oct 2008
GITTO CONSTRUCTION GENERAL NIGERIA LTD.

Aug 2006 – Jul 2008
INTERNATIONAL TRADING & LOGISTICS COMPANY LTD.

Aug 2005 – Aug 2006
LORD’S CONSTRUCTION CO. LTD.

Aug 2000 – Sep 2002
LA TONDEÑA DISTILLERS, INC.
Nov 1999 – Jul 2000
SIKA PHILIPPINES, INC.

Aug 1996 – Oct 1999
METRO PACIFIC CONSUMER GROUP OF COMPANIES
Sep 1995 – May 1996
METROBOTTLED WATER CORP – WILKINS WATER
Jun 1994 – Sep 1995
HEWLETT PACKARD
PROFESSIONAL EXPERIENCES:

TRANSLATED & PROZCOM – Freelance Translator/Proofreading/Editing

ACCOMPLISHED WORK
· Successfully translated and timely submission of legal matters/information from Norwegian to English language.
· Successfully translated and timely submission of Birth Certificate from Malay to English language. 

· Successfully checked, edited and timely submission from English to Tagalog translation on health/medical.

· Successfully translated and timely submission of legal matters from Finnish to English language.

· Successfully post-edited and timely submission of letter from French to English language.

· Successfully translated and timely submission of sports competition, food recipes, restaurant/hotel from Italian to English language.

· Successfully translated and timely submission of machine/vehicle user’s manual from Italian to Norwegian language.

MODEX SERVICES & SUPPLIES NIGERIA LTD. - General Manager/Business Development
KEMPT HARKULSON GROUP – Lagos, Nigeria

Guesthouse Accommodation, Transport, Protocol and Consular Services 

22 Number of staffs 

ACCOMPLISHED WORK
· Successfully prepared, planned and executed the renovation of the guesthouse accommodation within the given timeframe.

· Overall in charge of the total operations and activities of the company that includes: smooth operations of the facilities, quality service and customer satisfaction, timely execution of Accounts Receivables & Accounts Payables, with enough store supplies for the restaurant and market the business.

· Developed a strategic system to establish standard procedures and restructured the company.
· Prepared the Online Company Directory PennEnergy Community Website that showcase the company’s business and slides presentation for the exhibition sponsored by Offshore West Africa in Abuja, Nigeria
GITTO CONSTRUCTION GENERAL NIGERIA LTD.- Procurement Manager

Abuja, Nigeria

Construction of road, bridges, hotels, hospital complex, power plant, library complex, airport road, etc.
6 Number of staffs 

· Directly reporting to the Deputy Managing Director of the Company.

· Attended Management Meeting to discuss the total operations of the department.

· Over all in charge of the total operation of the Procurement Department. 

· Liaised with 18 Sites Project Managers to ensure all material requisitions had been approved and are attended to.

· Liaised with Plant Manager for the approval of Spare Parts requisitions of all sites.

· Attended to International and all local vendors’ meetings, negotiated for competitive price and procure quality products and services with good acceptable credit terms.

· Created a new supplier lists by making a supplier selection and ensured to have a price database readily available.

· Interfaced with Logistics Department for the timely delivery of sites material approved requisitions. 

INTERNATIONAL TRADING & LOGISTICS COMPANY LTD - 

Bid Administrator / Document Control Coordinator

A subsidiary of SPG GROUP OF COMPANIES - Lagos, Nigeria

Procurement, Trading and Logistics Company

ACCOMPLISHED WORK
· Instrumental in acquiring procurement and logistics contracts for Exxon Mobil OSO RE and (CPR) Condensate Pipelines Replacement (Offshore) Project amounting US $ 5,794,661.87 for the purchasing, supply, delivery, and storage of (CRA) Corrosion Resistant Alloy Line Pipes, Flanges and Fittings, Transitions Spools and Test Rings, and Duplex Stainless Steel Pipes, thus it consistently leading the company in achieving its yearly sales target.
· Highly recommended for a job well done by the Managing Director for the great success of the delivery of 3 shipments of Line Pipes to Intels Stacking Area by consistently liaising with the manufacturer, shipper, and Logistics Coordinator to ensure materials were transported properly from vessel to the stacking area.  Arrangement of pipes is according to MPN standards based on sizes: 16”, 12” & 10”; project type: Project A and B; and specifications. 

· Received a 45% increased of the offshore salary based on the excellent performance done for the Executive Vice-President for Sales on the Business Development of “SPG Mobile Truck Station and SPG Petro Plaza,” spearheaded the preparation of “INTRALOG Comprehensive Sales Analysis and Historical Sales Data,” and a comprehensive proposal on the “Strategic Implementation on Comprehensive Marketing Techniques to Fully Institutionalize and Develop the Company.”

· Skillfully handled MPN issues and concerns by ensuring timely delivery of action plans and project execution goes according to plan.

· Prepared and timely submission of project costing for the Line Pipes Stacking Area usage and storage extension.  Purchase Order has been released by MPN on the submitted proposal at INTELS Stacking Area within 10 months duration.
· Contract administrator to ensure quality assurance and all requirements were met based on MPN standard specification,  HSSE standard policy and strict adherence to MPN documentation policy in the preparation of  Master Document Register/Contractor Deliverables for the incoming and outgoing of documents such as Inspection Test Plan, Shop Drawings, Pre-Clad Fabrication Drawings, Production Schedules, Exceptions and Deviations for MPN approval on CRA Flanges and Fittings of material specifications: Hanger Flanges, Swivel Ring Flanges, Weld Neck and Blind Flanges, Test Rings, and O-Lets.
· Fully equipped in the monitoring and coordination of job for the joint weekly inspection by MPN Representative and Intralog Project Team to ensure pipes are well-preserved and damaged-free environment based on Health, Safety, Security and Environment Policy. Weekly report is submitted to this effect.

· Tender/Bid/Commercial Package Exercise 

1. Prepared material-take-off to Mobil Nominated Vendors that is listed in the Exhibit H for the procurement of flanges and fittings, transition spools and test rings, and duplex stainless steel pipes. Created award recommendations to the winning bidder, prepared commercial scoring and technical evaluation sheet and submitted for Exxon Mobil approval.  Prepared (PFI) Pro Forma Invoice for the Transition Spool and Test Rings based on vendors submitted quotation for Exxon Mobil requirements in the processing of (PO) Purchase Order.

2. Prepared and submitted (RFI) request for information and tender/bid exercised for DeltaAfrik Engineering Ltd. (A Subsidiary of Worley Parsons) on Exxon Mobil Major Integrity Projects for Sub-Sea Line Pipes to the nominated vendors on the procurement of Structural Steel Seamless Bare Pipes; Restriction Orifice; Armored Instrument Cable; Paddle Blank and Paddle Spacer; Structural Steel; Pipeline Valves; etc. Note: Purchase Order was released for the Restriction Orifice amounting to NGN496,563.21

3. Prepared and submitted bid for Exxon Mobil OSO RD Interim Condensate Pipeline Replacement (Offshore) Project. 

4. Prepared and submitted vendor campaign updates (VCU) for Total/Elf Petroleum.
LORD’S CONSTRUCTION CO. LTD. -  Business Development Manager

A subsidiary of SPG GROUP OF COMPANIES - Lagos, Nigeria
Pre-Engineered Building, Structural Steel and Conventional Construction
ACCOMPLISHED WORKS
· Project team member in acquiring Engineering Contracts on piping project for Addax Petroleum Development Nig. Ltd. amounting to US$500M plus and this is a Joint Venture Partnership with DPS Oil Services Africa, Procurement and Logistics Contract for Exxon Mobil and Construction work for Quantum Communication Nigeria.
· Successfully executed projects such as: the launching of the company to Oil and Gas Industries through a major presentation forum.

· Prepared company profile, brochures, and slide presentations for pre-qualification contract bids.

· Handled all tendering documentation for pre-qualification bidding process and application for Registration of Contractor.
· Participated in the strategic business planning and its execution for the growth and development of the company. 
· Brought in new clients such as Dangote, Addax Petroleum Devt. Nig. Ltd., Megamond Nig. Ltd., Chevron Nig. Ltd., Goldmond Nig. Ltd., Promasidor Nig. Ltd., MPN, Quantum Communication Nigeria.

LA TONDEÑA DISTILLERS, INC. -  Sales and Marketing Information Analyst

A subsidiary of SAN MIGUEL CORPORATION – Philippines

World Class Brewery, Beverage and Liquor Manufacturer and Distributor 

ACCOMPLISHED WORK

· Spearheaded the recommendation to the national level a new drinking method of mixing the Pomelo Juice to all Ginebra San Miguel liquor products which was based on my marketing research done in the territories of Laguna, Lucena, and Marinduque. This was adopted by all levels and became a hit brand drinking in the entire Ginebra region that captured the heart of drinkers which consistently made us the number one selling liquor Company in the Philippines at the same time maintained a 95% market share.
· Consolidated, analyzed and presented the Liquor Monthly Sales Operations of territory sales operations of each Distributor.

· Analyzed and created breakdown of the Territory Sales Budget per dealer based on the allocated volume of area Sales Information Head.

· Prepared yearly forecast on the operational sales expenditures of the Territory Sales Group.

· Conducted analytical market study to determine brand preference, consumer behavior, competitor’s activity, pricing, factors affecting sales, and check Retail Trade Audit reading.

· Coordinated with all Distributors the daily and weekly inventory of Ginebra San Miguel products to ensure the allocated target is met by monitoring the incoming of products from the warehouse to the distributors and the outgoing of products to the consumers. 
· Processed purchase requisition of the Department using the SAP R3 software.
SIKA PHILIPPINES, INC. -  Executive Assistant to the General Manager

A subsidiary of SIKA-AG Switzerland

Manufacturer and Distributor of heavy construction materials 

· Prepared the Sales Budget per Product Group and Application Fields.

· Prepared the monthly Sales Report and distributed to the Management Team.

· Performed Executive Assistant functions to the General Manager.
METRO PACIFIC CONSUMER GROUP OF COMPANIES – Philippines

MIS (Management Information Systems) Executive Assistant
METROLAB INDUSTRIES INC. /METROBOTTLED WATER CORP. /SCA–HOLLAND PAPER

Manufacturer and Distributor of cosmetics, distilled drinking water, and sanitary papers
ACCOMPLISHED WORK

· Single-handedly processed a six (6) months backlog in Historical Sales Report in one (1) month.  It enabled our Department to maintain an updated and accurate sales data and provided support to Sales Department for it was used as a benchmark for the yearly sales budget, projection and against competition.
· Analyzed the monthly Inventory Order Analysis Report file, prepared monthly historical sales data and provided weekly update of Sales Information System.

· Fully involved in the 6 months training program, creation, and implementation of SAP R3 software of the company. 

· Processed purchase requisition of the Department using the SAP R3 software. 

METROBOTTLED WATER CORP – WILKINS WATER – Philippines

Customer Service Area Coordinator

Manufacturer and Distributor of Wilkins distilled drinking water
· Preparation of contracts to Distributors.

· Serviced order requirements, complaints and deliveries of Walk-in and Phone customers. 

· Tracked new accounts and dispatched bulk orders to trucking service.

· Prepared Sales Transaction Reports. 

· Management of Customer Database Records.

HEWLETT PACKARD – Philippines

Administrative and Customer Service Officer 

Manufacturer and Distributor of HP monitors, printers, scanners, plotters and laptops
· Preparation of service contracts to existing and walk-in clients for repairs.

· Serviced order requirements and complaints of walk-in and phone customers. 

· Managing and handling the monthly liquidation of petty cash/revolving funds.

· Prepared Sales Invoice Transaction for Accounts Payments and Sales Transaction Reports daily.

· Management of Customer Database Records.
· Attended to all customers' phoned and walk-in needs and complaints.
· Performed administrative assistant functions to the Technical Manager.

Note:  From an OJT (On-The-Job Training) staff until I was employed officially by the company.



	Jun 22, 2008

Jun 2008

Nov. 10, 2006

May 2006

Mar 5-7, 2003

Mar 25-27,2002

Sep 11-12,1999

Jan–Jul 1999
Apr. 14,21,28, 1999

Apr. 1-7, 1997


	TRAININGS & SEMINARS:
Managing Supplier Performance (Online Course)
Next Level Purchasing, SPSM
CAMERON/INTRALOG Flow Product Training
Sea Petroleum and Gas, Agungi, Lagos, Nigeria

NipeX Supplier’s Training
Contracts/Bidding Training NipeX System, NipeX Lagos, Nigeria
Safety Orientation
Lord’s Construction Company Ltd., SPG Training Room, Lagos, Nigeria
Leadership Camp
My7Diamonds International Limited,  Jollibee Bldg.; Ortigas, Philippines 
Team Building-Solving Process, 
Corporate Training & Quality Management, San Miguel Corp., Philippines
Effective Business Writing
Pacific Management Forum, Philippines
SAP Systems, Applications and Products in Data Processing, 
ERNST & YOUNG Consulting, Inc., Philippines
Enhancement Program for Office Professionals
Philippine Association of Secretaries, Philippines
Service Plus: “Customer Service Beyond Customer Expectation”
Development Dimensions International, Philippines, Legend Hotel  



	CHARACTER REFERENCES

1.   MICHAEL A. GOW

Upstream Project Procurement - Mobil Producing Nigeria Unlimited

Mobil House, 1 Lekki Expressway, Victoria Island, Lagos 12054, Nigeria

E-mail Add.: michael.a.gow@exxonmobil.com
Mobile: 234-8083133315

2. ALEX J. WANG
Alex Translation Services
8428 Amsden Ridge Circle, Bloomington, MN 55438, USA

E-mail Add.:  alexwang@alextranslations.com>; awinmn@gmail.com>;
Tel.: 952-856-0884
3. KAYODE ODEWALE

Project Coordinator - Mobil Producing Nigeria Unlimited

Mobil House, 1 Lekki Expressway, Victoria Island, Lagos 12054, Nigeria

E-mail Add.: kayode.odewale@exxonmobil.com
Mobile: 234-8023501907

4. RAMON JOSE M. ARIAS

Senior Project Engineer/Manager - Sahara Group Ltd.

No. 7 Oluwa/Fowler Road, Lagos 75470, Nigeria

E-mail Add.:ramonjose.arias@sahara-group.com 

Mobile: 234-8066989406

5. EVELYN MONTES
Project Manager – EM Translations
DM Digital di Grassi Daniele

Via Marzabotto 4/Am, 41030 Bastiglia (MO) 

P.I. 03104400365, Italy
E-mail Add.: emontes@emtranslations.net
6. FLEURDELIZ MARIE B. ATRIB

Chairperson - Philippine Society of Barangay in Nigeria - LIV Chapter

c/o Cactus, 20-35 Ozumba Mbadiwe Street, Victoria Island, Lagos, Nigeria
E-mail Add.: fmbernaldez@hotmail.com 

Mobile: 234-8088088080
7. ELEONORA RISI VALDETTARO
Project Manager – TRANSLATED S.R.L
No. 1 Pomezia, 00040 Italy

E-mail Add.: eleonora@translated.net
Direct: 39-0690254203









PAGE  
111 Sto. Niño Sur Arevalo, Iloilo City, 5000 Philippines

Nigeria Mobile: +234-8034068532, Phils. Mobile: +63-9294464399

E-mail Add.: zenysilvia2005@yahoo.com.ph / zmsmile2010connect@gmail.com

