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Profile

· 10+ years of experience as an Administrator and 5+ years as Joint Venture Contract Administrator for the Oil and Gas industry. 
· Effective team member and works well independently.
· Responsible, productive, focused on accuracy, attention to detail and willing to learn new tasks.  
· Fluent in English and Spanish.
· Proficient using AFELink. - Operated and non-operated monthly mail ballots and AFELink billing. 
· Experienced with Microsoft Office Suite (Word, Excel, Outlook, PowerPoint), Qbyte, SAP, PowerVision, CS Explorer, Well Launcher and Accumap.

Education

CDI College Downtown Campus, Calgary, Canada
Oil and Gas Administration Diploma

Work Experience

Herrera y Herrera Ltda., December 2017 – Present
· Daily input of client’s payments cash, deposits, cheques or electronic funds transfers. 
· Create, maintain and send out receivable’s list for the sales team. 
· Keep invoice folders organized and filed up to date.
· Support to the accounts receivables department. 
· In charge of the communication of international suppliers, as well as oversee import documentation, purchase orders and issues that may come up.
· Keep and maintain electronic folders of all the international suppliers. 


Abbott Laboratories de Chile Ltda., March 2017 – November 2017
· Work along with the sales force, assisting with their objectives in order to meet goals stablished. 
· Perform different assigned activities along with coordinate tasks maintaining the politics, rules and regulations of the Company’s ethics. 
· Plan and administer various events (scheduling dates, logistics, etc.) closing off on events and invoicing. 
· Support to the Sales Manager, Districts Managers and Representatives. 


Altagas Ltd., Contracts Analyst June 2014 – April 2015
· Manage and maintain data integrity in QCM/TIPs
· Draft, administer and maintain contractual agreements with respect the FG&P, Extraction and Transmission Gas segment.
· Contract administration; creation and maintenance of amending agreements, revision of exhibits and schedules in a timely manner.




ConocoPhillips Canada, Contracts Administrator, March2012 – March 2014
· Using CS Explorer, accurately enter service agreements, exhibit revisions, terminating old agreements, updating fees. 
· AFELink - Received Non-Op Mail Ballots. Send out Mail Ballots and AFE’s, follow up on status. Update internal system with results as well as e-mail appropriate staff of changes in status.
· Accurately entering DOI information for all AFE’s and identifying how AFE is to be sent out according to the agreement.
· Respond to queries from Production Accounting and Facility Charge out group
· Assignments.
· Support the Joint Interest Representative and Contract Analyst in the daily Operation of assigned area.
· Operated and Non-Operated Ownership Maintenance.
· Update and maintenance of database for new and amend to existing agreements, includes internal communication to other affected departments.


Crew Energy Inc., Administrator & Accounts Payable Clerk, November 2011 – February 2012 
· Enter coded invoices to PowerVision. 
· Coding invoices to specific AFEs. 
· Contact vendor to resolve outstanding issues for various “problem” invoices such payments and required back-up.
· Administrative support in various projects for the operation’s area. 
	

Precision Drilling Corp., Administration/Accounts Payable, April 2010 – August 2010
· Accurate data entry of invoices in SAP.
· Filing accurately and in a systematic manner according to internal or department filing procedures
· Administrative support in various projects for the operation’s area.

Enerplus Resources Fund., Administration/Accounts Payable, April 2008 – March 2010
· Preformed cheque runs daily, weekly and monthly using Qbyte. 
· Reviewed cheques for authorized signature with attention to detail and followed up to ensure correct signatures obtained.
· Inquire and file back-up documents for urgent payments. 
· Scanning of vouchers into system.
· Administrative support for the Accounts Payable area. 

Scotiabank Canada, Customer Service, June 2006 – February 2008
·  Worked in the dealer finance centre automotive loans department.
· Initial contact for dealerships in the city of Calgary. 
· Ensure documentation attached to loan application for review.
· Enter/review applications from different dealerships.
· Provided information and responded to questions and concerns effectively and in a pleasant manner.





