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LUDILEE






Highly-dependable, motivated individual and a multi-task professional known for accepting consistently increasing job responsibilities with 14+ years’ successful experience in different roles of General Administration and Human Resources capacities. 
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EXPERTISE
PROFESSIONAL EXPERIENCE
n Gulf FZCO









Aug 2012 -present

General Affairs / Corporate Affairs Administrative Assistant

Responsibilities:

       Human Resources – related Responsibilities:
University of Phoenix, Dubai Student Service Center 



Nov 2007 to July 2012

Company Representative (PRO) - Administrative Assistant 

Administration Responsibilities:
●   
Providing clerical and administrative support to the Center Director and department staff,     maintaining a high degree of confidentiality on all sensitive information this position is privy to; prepares and processes employment visa applications, free zone access ID’s and Emirates ID’s for all employees.
●
Providing information to callers, in line with institution policy and compliance, requiring detailed knowledge of manager’s area of responsibility and general knowledge of company policies, practices, and operations; Scheduling meetings and appointments for directors and department staff on occasion
●
Handling employee relation matters such as organizing travel and hotel accommodations as necessary; monitors, reconcile petty cash and request top-up when necessary
●
Preparing paperwork required for new hires and establishes personnel file.
●
Assisting the Center Director with employee relations, employee orientation and training.
Human Resources – related Responsibilities:
●
Preparing employment contracts for all employees; establishes, maintains and when necessary, revises personnel files; assisting employees with any benefit claim issues or concerns.
●
Advertising employee job openings first, internally, and then, externally, in keeping with company recruitment policies. Managing the logistics of the recruiting process.
●
Sorting and reviewing resumes as they arrive on a daily basis. Providing a first review of resumes by conducting an initial telephone interview. Maintaining a filing system that retains qualified applications for one year.
●
Scheduling interviews for the hiring manager and the Center Director. 
●
Preparing monthly staff payroll.
●
Recordkeeping of all employee leaves, monitoring compensation and benefits update

●
Assisting in the processing of enrollments, changes, and terminations of participants in all benefit plans and programs.
The Wind FZ-LLC, Dubai 








Jul 2004 to Oct 2007
Secretary / Administrative Assistant 
Responsibilities:
●
Answering/screening all telephone calls, giving out relevant information and taking messages as appropriate; assists in overall requirements of all staff including Customer Care department, Sales & Legal & Contracts department, reporting directly to the Managing Director; coordinates with all the departments for the administrative requirements of vital documents and other office records; 
●
Maintaining supply inventories by checking stock to determine inventory level, proofreads typed or printed work and checks records and reports for grammatical construction, completeness, clerical and typing accuracy and for compliance with established standards and special instructions; 
●
Maintaining and creating HR related files for record keeping systems; records and/or transcribing minutes of meetings; 
●
Arranging travel and hotel accommodations as necessary; 
●
Maintaining diary, schedules and coordinates appointments and organizes meetings of the Managing Director; prepares, access, and protects documents containing confidential information; reconcile petty cash and request top-up when necessary.

ACHIEVEMENTS
·  Awarded as the First Recipient of the Quarterly Best Performer Award for University of Phoenix, Dubai Student Service Center (Q1 Year 2008-2009)
· Recipient of Nissan Gulf FZCo ‘New Comer Award’ 2012
EDUCATION
2012   
Graduate Human Resource Management Certificate 

                              
University of Phoenix, USA
Human Resource Law, Recruitment and Retention Practices, Organizational Training and Development, Research in Human Resource Management, Human Resource Capstone Course

2008 to 2010
Master of Business Administration (MBA)


University of Phoenix, USA 

1994 to 1998
Bachelor of Science in Business Administration (BSBA)




University of San Carlos, Cebu City, Philippines

COURSES 


April –May 2016     Project Management Professional (Online course)


June 2016 –date     Advance Microsoft Excel (Online course; ongoing)
~Professional References are Available upon Request~

Proficient in MS Office functions	●  Excellent and Strong Cross Cultural Communication Skills


Correspondence Handling		●  Documentation


Files Maintenance			●  Front Desk Operations


Meetings Organization		●  Record Keeping


Diary/Calendar/Travel Management	●  Strong knowledge of Employment Law in the UAE


Staff Payroll Processing		●  Human Resources –related job responsibilities


Experienced in processing Employment Free zone (TECOM) visa and access ID applications





Managing and routing office communications including memos, letters, and documents.


Managing electronic and printed files.


Maintaining filing and preserving office records.


Organizing meetings for the CEO and the company, including venue selection & catering, and preparing appropriate meeting materials.	


Responding to department’s or client’s needs and provide additional support where necessary.


Ensuring compliance of documents with internal policies and procedures.


Gathering quotation inquiries from various office vendors including stationary, equipment, furniture, car rentals and employee travel/hotel accommodation costs.


Verifying petty cash disbursement, after receipt from the Receptionist, and reporting to GM – Finance.

















Conducting research for specific projects.


Attending meetings and taking minutes for the General / Corporate Affairs department. 


Ensuring that monthly, quarterly and annual meetings are scheduled and assisting the Corporate Affairs Manager on putting the agenda together.


Tracking and organizing daily follow-ups for General/ Corporate Affairs department.











             ●    Acting as a liaison between Nissan Gulf FZCo Departments and General / Corporate Affairs.


●    Assisting the Director of Human Resources on a daily basis in organizing tasks in all ongoing projects locally and internationally.


●    Reminding and updating the Director of Human Resources on a daily basis the agenda and tasks   required based on its priority and given timescale.�
�
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