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PROFILE
HUMAN RESOURCES GENERALIST of over four years of extensive experience in Recruitment & Selection, Employee Relations & Support, Colleague Off-Boarding, HR Reports, key users of the HR Systems, Employee Engagement & Recognition Events, and general HR Administration relating to personnel functions in all areas of human resources. Six years-experience in hospitality industry with over 12,000 employees from over 95 different countries. Now seeking a Human Resource mid-level position in a reputed organization that focuses on a generalist role whilst contributing to achieve the department’s and organization’s objectives. 
Qualification Highlights:

· Certified Human Resources Professional, attested by American Certified Institute
· Over four (4) years experience in Recruitment & Selection, Employee Relations & Support, Colleague Engagement/Recognition, General HR Administration & Operation.
· Proficient user of Oracle HRMS, Oasys HR Solution and Sniperhire Hiring Solution systems.

· Completed/Certificate Received: Strategic Human Resources Management Level 1 & 2.
· Attended Stephen R. Covey: The 7 Habits of Highly Effective People, September 2011.
· Proficient in Microsoft Office applications: Outlook, Word, Excel, Power Point.
· Fluent written and verbal English communication skills with internal and external clients. 

· Passionate in learning, creative and can adapt in a multi-cultural environment.
· Can work effectively and efficiently with colleagues at all levels. 

· Exceptional customer service acumen and strong business focus.
· Interdependent and can work with less supervision.

· Ability to initiate, plan and execute work activities and projects.
· Quick learner, open minded and can adapt with new tasks and processes.

· Can perform under stressful conditions in a thoughtful and courteous manner.
Professional Experience & Achievements
The Gate Companies Management, Dubai –United Arab Emirates 
The business operation of The Gate Companies Management currently operates in the following business sectors: Real Estate Services, Investment and Development Advisory, Property Development Management, Facility and Maintenance Services, IT consulting and services.
Human Resources Generalist – June 2012 - Present
Manages the administration of the human resources policies, procedures and programs. Carries out responsibilities in the following functional areas: Recruitment & Selection, departmental development, Human Resource Information Systems (HRIS), employee relations, training and development, benefits, compensation, organizational development, and employment.
Main point of responsibilities includes but not limited to:

· recruiting and selection
· organizational planning;

· performance management 

· employee orientation & development
· policy development and documentation;

· employee relations;

· compensation and benefits administration;

· employee safety, welfare, wellness and health; and

· employee services and counseling.

Jumeirah International LLC, Dubai –United Arab Emirates 

Jumeirah International, committed to encouraging and developing employees in world class environments. Jumeirah values diversity and equal opportunity, employing over 12,000 colleagues from over 95 different countries. 
Human Resources Coordinator (Generalist), Regional & Corporate – October 2009 to May 2012
Ensures completion of all HR activities across Group and Corporate and Dubai Shared Services which sees the visibility of approximately 700 colleagues at all levels across 58 departments, that as well includes the Executive Committee team, Vice Presidents and the board of Directors. 
Major Achievements:
· Successfully created, designed, developed Regional Human Resources intranet site that assisted and reached out all colleagues with easy and quick access to HR information and made them self-sufficient. Conducted trainings to all departments’ Administrators and Coordinators on how to use the newly developed intranet site.
· Assisted in redesigning and implementation of the monthly Human Resource Metrics Report in 2011 using MS Excel for all the departments of both Regional and Corporate with a total of 700 colleagues. Currently use as a reference and tool for all the Line Managers to review their colleagues leave balances, extra hours or lieu days, sick leaves, turnovers, as well as to monitor their headcounts in a monthly basis. The new metrics has assisted the Line Managers to make an efficient workforce plan for their department.
· Effectively managed, organized and maintained remarkable recognition events in Regional, Retail and Corporate since 2008 until present for about a thousand colleagues on monthly, quarterly and yearly basis. Recognition events like “Colleague of the Month/Quarter”, “Colleague of the Year” and “Long Service Awards” celebration. Colleagues are happy being recognized for their dedication and hardwork, and for that, they are more motivated at work.
· Project managed the application of UAE National Identification Card Registration for all Jumeirah colleagues including their family members for approximately 2,000 applicants from August 2009 until December 2009. The colleagues and their family members were able to acquire their UAE National ID card in a quicker and smoother process.
· Successfully facilitated a yearly “Colleague Opinion Survey” as well as assisted and guided all colleagues from Regional, Corporate and other business units on how to complete the survey properly. This made the operation ran smoothly every year with a higher participation rate.
· Solely project-managed and organized the distribution of new colleagues’ medical cards which includes dependents for Regional and Corporate Team, consist of 58 departments with a total of 700 colleagues. Monitored returned old medical cards without discrepancies and successfully distributed new cards.
· Maintained stability as well as receptive to change especially after working directly with 7 HR Managers and 3 HR Directors with different management styles and having dealt with numerous difficult situations whilst remaining calm and friendly. Have worked independently in the Regional Human Resources and ran solely the department in the absence of the Managers and team members.
Main point of responsibilities includes but not limited to:

Recruitment & Selection
· Managing New Hires and Status Changes and ensuring the track sheets are updated accordingly.
· Advertising vacancy through Sniperhire System and company’s Intranet system.
· Shortlisting candidates
· Interviewing shortlisted local & international candidates for line level position.

· Conducting Reference Check. 

· Requesting Security Checks approval.

· Manage all candidate communication from shortlisting to closure of assignment.  

· Supporting & liaising with the HR Admin team in obtaining visa requirements for external hires

· Sending offers and preparing employments contracts.

· Managing the HR Information System like Oracle HRMS, being the main key user for creating new colleagues’ profile and updating colleagues’ status.

· Creating applicant to the SniperHire System.

· Responsible in preparing regrets letters and emails to unsuccessful candidates. 

· Organizing Relocation for mid-level to senior level candidates.

· Responsible for the boarding process for the successful candidates.

· Liaising with the Accommodation Team for the new hired colleagues’ room allocation.

· Conducting HR Induction and arranging orientation/trainings to new hired colleagues.
· Updates weekly the HR Team, Learning & Development Team, Colleague Services and Department Heads on the upcoming Arrivals and Orientation schedules. 
Employee Relation/ Engagement
· Acts as a point of reference for employees; provides information and assistance regarding HR activities, processes, policies and procedures.
· Managing Colleague Recognition events like the Colleague of the Month, Colleague of the Year, and Long Service Awards.
· Participates in any colleagues’ grievance procedure & disciplinary hearings.
· Manages termination process including exit paperwork, conducts exit interviews, liaises with HR Admin, Payroll and Finance for leavers’ final settlement. 
· Interface with employees; established rapport and credibility.
General HR Operation & Administration
· Maintaining Personnel records and database through Oracle HRMS, Oasys HR & Payroll Solution.
· Generating ID cards and terminating resigned employees through Oracle HRMS.
· Managing the Tracking Sheets for Colleagues’ Probationary, new hires, status changes, internal applications, leave applications, exit interviews, and colleagues’ disciplinary.
· Responsible for the Internal Communication in any HR related matters like colleagues’ medical appointment, new hires’ induction & orientation, trainings, birthdays, staff welfare, and HR functions and events, through email, posting at the notice boards, and displaying it to the plasma screens.
· Preparing colleagues’ request letters.
· Responsible for raising the PRs and LPOs through the Adaco system; maintaining good working relationship with the company’s suppliers. 
· Responsible with the maintenance of HR Information systems including Oracle, Oasys, Sniperhire, Teamsite (intranet) and any other relevant HR databases.

Payroll
· Managing the monthly Time & Attendance and the colleagues’ Lieu Hours/ Overtime.
· Coordinates all types of leave requests and manages personnel records. 
Reporting
· Coordinates in collating, presenting, providing detailed data reports to internal stakeholders on HR Statistics and HR Metrics.

· Undertakes any special projects, research work and initiatives as directed by HR Director/HR Manager.

Training & Development
· Supporting and assisting colleagues on Cross Exposure Programmes and Cross Trainings.
HR Administration Officer, March 2008 to September 2009
Jumeirah International LLC, Dubai –UAE
Supports the HR team with the Operational, Functional and Administrative requirements of the department, and assists all employees to deliver excellent internal customer service. Ensures that all HR business & colleague information is kept strictly confidential.
Major Achievements:
· Strategically saved department budget for recognition and special events, relocation service, office materials & F&B services through building a good working relationship amongst our suppliers. As a result, most of our suppliers provide us the lowest cost for every services and products we requested that save us up to 30% to 50%. 
· Internally designed effective presentations for the Human Resources functions and social events that saved department’s costs as well as it maximized internal talents. Few presentations that I designed are for Global Recruitment, Employee Branding, recognition events like “Colleague of the Month/Quarter”, “Colleague of the Year”, “Long Service Awards” celebration, and colleagues’ social events like the “Jumeirah Got Talent” and “National Day”. In addition to that, I had received numerous recognition and appreciation from our Executive team.
· Assisted the Director of Emiratisation in the absence of the Emiratisation Coordinator in the administration work and “National Day” event for coordination and presentation.

· Trained, assisted and supported Management Trainees or colleagues on cross training/exposures as well as organized their schedules/programmes to meet up Directors/Managers from various departments, and prepared their training plan/records accordingly.
Main point of responsibilities includes but not limited to:

· Provides assistance and support in all departments of Jumeirah Regional SSU and Jumeirah Retail.

· Coordinates with HR Administration in terms of visa processing, medical appointments, flight bookings, Arabic letters, new hire and termination/ visa cancellation processes.
· Processes and updates colleagues’ information and profile in the Oasys and Oracle HRMS database.
· Involves in disciplinary meetings and hearings.
· Updates and prepares HR Statistics for both Regional SSU and Jumeirah Retail.

· Responsible for raising Purchase Requisition and Purchase Order through Adaco.
· Responsible for Tracking, File keeping and Storekeeping.
· Conducts the HR induction with new starters, and prepared Welcome packs.

· Prepares colleagues’ offer letters, probationary letters, regret letters, and all colleagues’ request letters.

· Prepares colleagues’ Birthday cards, and recognition certificates.

· Process colleagues’ Resignation & Termination.

· Organize HR related activities and recognition events.

· Performs other such duties and functions as may be directed by HR Director and HR Manager.
HR Skills / HR Systems 
	Employee Relations

General HR Administration

Operation HR
Customer Service & Support
	    Recruitment & Selection
   Interviewing & Screening 

   Colleague Engagement/HR Events
   Training & Development

   
	ORACLE HRMS Database
OASYS HR Solution System
SniperHire Hiring Solution

ADACO Eclipse


Education & Certifications
· Completed: Certified Human Resources Professional (CHRP)
Blue Ocean Academy, Dubai- UAE, November 2012
· Completed/Certificate Received: Strategic Human Resources Management Level 2


The Emirates Academy of Hospitality Management, Dubai- UAE, September 2010

· Completed/Certificate Received: Human Resources Management Level 1


The Emirates Academy of Hospitality Management, Dubai- UAE, September 2009-January 2010

· Fourth Year College, Bachelor of Arts Major in English & Philosophy

Ateneo de Cagayan- Xavier University, Philippines, S.Y. 1998-2002
· High School Graduate: Kong Hua School, Philippines, S.Y. 1993-1997
Professional Trainings
· Stephen R. Covey: The 7 Habits of Highly Effective People, September 2011
· Personal Branding, September 2011
· Understanding HR, New Trends & Challenges Training and Workshop, August 2011
· Effective Office Practice for Coordinators and Administrators, June 2009
· Effective Business Writing, October 2008      
· Oracle HRMS Key User Training, December 2008
· Complaint Handling, 2007 

Affiliation/ Personal Details
Affiliation:
Member & Researcher, Filipino Human Resources Practitioners’ Association- United Arab Emirates (FHRPA-UAE)
Languages:     
Fluent in English communication (written & verbal)
Visa Type:

Employment/Residence Visa
CV

