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	Objective

To gain employment with a company where my experience and knowledge in the areas of communication and administration can be used effectively. 

Work Experience

October 2013 – Present       Exclusive Networks ME              Dubai, UAE

HR Assistant
Performing general HR tasks.

Reporting to HR Manager

Main duties & responsibilities 
Communication
Design company policies

Ensure consistent roll out of HR policies and communications.

Provide information for HR monthly reports such as Attendance and Budget Control

Employee Benefits
 Negotiate corporate contracts with providers (such as Etisalat, Novotel, HSBC)

 Negotiate medical insurance annual premium renewal

 Manage and support payroll activity on behalf of HR Dept

Administration 
Coordinate all TECOM freezone visas for new joiners, renewals, non-sponsored IDs

Handle requests of salary letters, NOCs.


Provide employee references and verification.
Handle office petty cash and submitting relevant expense reports to Financial Department.
Maintain employee files (in hard and soft copies)
Handling correspondence in a timely manner
Employee Relations
Provide support and advice on employee relations matters.
Provide support and advice on employment legislation.
Manage monitoring and reporting of leave, absence, lates, etc. 
 Recruitment
Support HR business planning and headcount process
Build and maintain updated candidate pool
Pre screening of candidates following department´s guidelines 
Conduct initital interviews for selection
Manage on-boarding process for Dubai based joiners and overseas joiners
Manage relocation process for overseas joiners (Visas, accommodation and orientation)
 Project management
Lead and support business related projects, where requested, to drive the business forward.
Reduce travel and visa costs to run a cost effective operation by selecting competitive third party travel services providers for flights and hotels.
Other
Continuous improvement focus.
Handle all requests and enquires with confidentiality and in a timely manner.
Organize all company events making sure that venues and providers are within allocated budgets.
	2011 – 2013       Bespoke Linguistic Services              Buenos Aires, Argentina
English  Corporate Trainer
English trainer for courses designed for companies.
Design of courses targeting students’ specific needs.
Evaluate level of command of language of new joiners.
Work closely with HR departments providing monthly reports of  student performance.
October 2008 – April 2011 DirecTV Argentina
Buenos Aires, Argentina
Content Management Specialist
Updating programming grids for on-screen guide.
Contact with network’s programming & press departments.
Translation, editing and writing program descriptions and highlights.
2007 - 2008
Beckett Estudio                     Buenos  Aires, Argentina
Translator & English Trainer for Companies
English trainer of courses designed for companies.
Teacher of Spanish as a Second Language
Subtitling for cinema and TV.
2006 - 2007
ITS Intérpretes
Buenos Aires, Argentina
Consecutive Interpreter
Over the phone interpretation for clients in the USA and their Spanish speaking costumers, including: Insurance Companies, Public Hospitals, Federal Courts, Social Security Offices.   

	
	

	
	

	
	

	Education
	August 2014 – In progress                 American Certification Institute (ACI)
CHRM – Certified Human Resources Manager
June 2014                                              American Certification Institute (ACI)
CHRP – Certified Human Resources Professional
2005-2009
Universidad del Museo Social Argentino (UMSA)
Translator  of English

	Technology
	Mac & PC
Microsoft Office
TRADOS
Subtitle Workshop

	Languages
	Spanish
English
Portuguese


References available upon request

