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Certified Human Resources Professional with extensive employee relations experience in a full range of functions, as well as success in simultaneously managing multiple projects.

Highlights
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· Interviewing

· Hiring and retention 


●
Personnel records maintenance

· Employee relations 


●
New hire orientation

· Compensation administration
●
Exceptional interpersonal skills

· Regulatory compliance 

●
Innovative
Experience
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Admin and HR Assistant cum Receptionist 

February 1, 2013  –   February 17, 2015 (Finished Contract)
Company Industry: 
Production and Media Company
· In-charge in the front office activities such us: answer the calls, greeting visitors, assisting all departments (accounts, production, brand and general managers).

· Booking models, hair and makeup artists, stylists, confirming with clients.

· Printing and scanning documents, collecting all documents of the staff for visa and other labour purposes monitor and follow up with the PRO.

· Follow up emails, make schedule for the driver, organize delivery, make schedule for general manager, create databases, making reports, order refreshments, order office and kitchen supplies, checking quantity and condition of items used from the shoot.

· Write business letters, reports or office memos using word processing programmes.

· Buying required things for the shoot, letting out items from the pressroom and take it back, checking the quantity and condition, organizing dry cleaning of items, checking condition of the studio and equipment before the shoot.
· Help in recruiting process including job posting announcement, pre-screening applicants, administering assessments to candidates informing people of their acceptance or rejection for the job for which they applied.  
· Maintaining personnel records database of the staffs including day off and holiday off.
Project Officer / Recruitment Section

May 1, 2005 – September 30, 2012  ( 7 years and 4 months )

Industrial Personnel and Management Services, Inc. (IPAMS) - 723 Aurora Blvd New Manila, Quezon City

Company Industry: 
Overseas Recruitment Agency

· Provide  support to the Operations Manager, candidates and clients in disseminating information and instructions for proper synchronization to department / section's day-to-day activities.

· Conducted targeted sourcing, attract and propose the best qualified candidates for various job vacancies, including the hard to find skill sets within the required time to ensure continuous operation of the company.

· Developed and maintained a good talent bank through On-line sourcing, referral system, University linkage, Campus job fairs, leaflet distribution, Internship and OJT programs to support anticipated vacancies.

· Managed the Pre-screening of applicants, make through evaluation and interview job seekers (behavioral assessment, background checking, skills and educational attainment. 

· Recruited and interviewed 200 applicants per day.
· Managed the orientation of newly hired candidates (offer of employment / pre –employment requirements) and prepare the required documents and maintain an organize candidates’ folders for safekeeping of documents.
· Discussed recruitment policies with superiors to ensure effectiveness of selection techniques and recruitment programs.
Admin Assistant 
January 2001 – April 2005 (4 years and 4 months) 
Qualitest International - Ortigas, Pasig City

Company Industry: 
ISO / Management Consultancy firm 

· Acts as a document controller, coordinate with different companies who are applying for ISO certification.

· Provided excellent support to Management and staff in dealing with different clients. 

· In charged in ordering and distribution of office supplies and accurately monitor, calculate and prepares the payroll of the staffs.

Human Resources Department  Specialist 

January 1999 – December 1999( 11 months) 
TM Asiaco Enterprises International - Limay Street, Tondo Manila

Company Industry:
Manufacturing Kitchen Accessories

Supported Human Resources Manager in the following:

· Recruitment and orientation of new employees. 

· Prepares the semi-monthly payroll of employees. 

· Assisted in the calculation of the last pay and benefits of the employees

Human Resources Assistant  (working student)
January 1998 – August 1998 (7 months) 

Ever Gotesco Mall  ( Head Office) - Recto, Metro Manila
Company Industry: 
Retail  

· Screened and interviewed 50 Sales and Cashier applicants per day.

· Conducted company orientation for the new hired employees.

· Answered employee questions regarding performance evaluation and government deductions and resolved any issues.
Field Promo Coordinator (working student)
January 1996 – December 1997 (1 year & 11 months) 

Aliw Broadcasting Corporation (DWIZ 882)  - Gil Puyat Street, Makati City

Company Industry: Radio Station
· In-charged in the field promotional activities of the company.

Education
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Arellano University (Manila Campus)

College Graduate – Bachelor of Arts Major in Psychology
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CV No: 115362


Mobile: +971505905010 / +971504753686 





To get contact details of this candidate,


Fill Free Job Posting Form and email to corporate AT gulfjobseekers.com


�HYPERLINK "http://www.gulfjobseeker.com/Free_Job_Posting_Form.doc"�http://www.gulfjobseeker.com/Free_Job_Posting_Form.doc�  
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Helping you to search bestjobs & talent since 2002!



