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Block 141 Simei St.2, #11-92,
Singapore 520141
Mobile. : +65 9146 3182
E-mail address: starstruckbugoy@yahoo.com

Regional Executive Projects
Wilby Estate International Pte Ltd
(A Member of Tan Chong International)
15 Queen Street Tan Chong Tower, Singapore 188537
Sep 2011 – Present
Leading Facilities Maintenance, assessing M&E repair and reconstructive works with supervisions in a fast-paced environment, ensure everything is safe, looks good, and is in working order. 
Conduct FF&E inventories for the preparation of interior fitting up work illustrating the possible reuse of existing furniture & fixture, the specification of new furniture, the reconciliation thereof and the application of new and/or used interior FF&E. Handle selective group properties renovation.
Duties:

· Handles facilities, address the problem accordingly in structure, ACMV, and other related matters.
· Responsible in maintaining from structure to interior finishes in the selected company property in both Residential landed property and Hospitality (Serviced Apartment).
· Research materials and concepts to advice and support design team on technical issues influencing interior design concept development.
· Generate a design that can be technically implemented, within the constraints of the project goals, budget and within local ordinances required.
· Involved in selecting materials, colors, fixtures and furniture in retrofitting works.
· Lead or participate in presentations that communicate the design concepts.
· Monitor all phases of project design execution to minimize rework and ensure timely completion

· Explore alternate design directions / solutions within the constraints of the program and budget

· Manages FF&E work orders / requests received through the work order portal system.
· Collecting and compiling warranty information and close out documentation.
· Request quotations and evaluate scope of works and negotiated the price without compromise on the quality of work.

· Preparing and analyzing cost comparisons in both retrofitting and maintenance works related matter.
· Issues work orders for approved projects to FF&E vendors, repair works. 

· Supervise site works and ensure the work carried out as per BQ..

· Supervises furniture, IT and related equipment movements.

· Receives, verifies and process invoices for payment.
· Updating project plans to include agreed changes.
· Monitoring actual expenditure figures against project budgets.

· Ensure colleagues, staff and subcontractors timesheets were accurately completed.
· Take charge of procurement duties for FF&E, raw materials, including sourcing, reviewing and comparing interior design specifications against supplier price quotes.
· Review yearly services agreement contract are within statutory and validity period.

· Ensure all contract works/ routine servicing are carried out accordingly as specified in their contracts agreement.

· Creating effective, informed and highly motivated teams focused on delivery with the collaboration with different department respectively.
· Responsible in company FF&E Asset Movement. (E.g. Asset tagging / labeling of the items, updating the database, transfer / disposal and auditing).
· Administrative support for group properties.
Design Consultant (Part time)
Verlin Appliances & Furniture

Plaridel, Bulacan. Philippines

April 2008 – May 2011
Freelance Interior Designer 

Plaridel, Bulacan. Philippines

2004 – 2005
Designer / Draftsman
Inex Design Inc.
Sct. Santiago St., Quezon City Manila. Philippines

2003 - 2004

Personal Attributes
· Knowledge in developing and administering resource plans & budget.

· Strong Verbal and written communication skills.

· Computer literate, can easily adopt on any database management systems (software)
· Edge on people handling and dealings.


Bachelor of Science Major in Interior Design
College of the Holy Spirit
Mendiola, Manila. Philippines 
June 1999 – March 2003

University of Regina Carmeli
Malolos City, Bulacan
Secondary

June 1995 – March 1999

Birthday 

:            October 27, 1982
Birthplace 

:            Plaridel, Bulacan. Philippines
Sex 


:            Female

Civil Status 

:            Married
Citizenship 

:            Filipino

Religion 

:            Roman Catholic

Height


:            5’1”
Work Pass:                        SPASS

CHARACTER REFERENCES:       
Mr. Goh Joon Kia - Deputy General Manager, Regional Projects, TCIL
Ms. Jessica Low - Assistant Manager – Regional Projects, TCIL.
Reason(s) for leaving:       Professional growth and Opportunities to progress. 
I hereby certify that the above information are true and correct to the best of my knowledge and belief.
Menalou Divine C. Matibag
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