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THelping you tosearch best jobs & talent since 2002!
JOB APPLICATION — SCREENING FORM

Profile Score

Date

oq! 01.,!24”;

CVNU\BCI)\%O 22—

Profession / Specialty

bR | Admin  Exechie

Targert Industry / Projects

Consultangy, oil & g4s, Mm{ac‘f‘tnhq, by Strulte

Employment Status

O Employed back in Home Country

O Employed in Gulf

Ziob Less-Unemployed

Nationality oo Place of Birth / City of Origin v ST
Tilitwo Vavag Ao Sur, fhil ppines

Gender O Male }ZfFL‘ma!c Marital Status O single ﬂMarried [ Separated

Religion Chrl'i'Han Birth date { DD-MON-YEAR} 'c 'Ia-lﬂ73

Languages Mother Tongue & bMdM Other Languages Tﬂﬂq le

Qualification / Education

Bache lrr's  Degree

Gulf Experience

0 Years_Q _ Months

Total Experience

l vears_O__ months

Gulf Driving License O Yes & No Do you have own car? O Yes & No

Visa Status B Visit O Employment O Dependent Visa Validity Date DDL M 03 Y20|%

What is your arrival date in Gulf Country? 02- 02- 20(C What is the reason for your job Search? qy‘feﬂu pﬁ(ﬂ

Last Drawn Monthly Salary Currency@%ﬁ? Value -2. ‘;;} Expected Salary Currency ‘fD Value C,W‘)

How much notice period you will need to join new position? A Can Join Immediate [11 Week [J 1 Month [

Do you have any kind of health condition which can hamper you to perform your duties 244 Fit to work T Yes,

De you have any kind of outstanding loans / finance / cr

dit card facil

ities to repay? & No O Yes

Do you have any kind of civil or criminal cases pending against you in any courts? Zf No O Yes

What is your professional talent / capabilities? Describe in detail.

ble b Malhfask,

- A ;
cstmer  Suvices orieded, can ?&ﬁ) Aon _undey  Pprssare 1f Mecessqry.

#* For Official Use Only / To be Filled in Only by HR Consultants **

PCL Certificate

Gulf Experience

High Academic Scores - Mark Sheet

(

Worked 2+ yrs with employer

Fitness Certificate

Gulf / Intl Driving License

Post Graduate & Above Education

Promoted in Previous Job

T Litéracy ’ Araﬁic Proficiency On Job Training Certificates Awards or Appreciation
T
{ IELTS Proficiency Experience Verified
Bonus Score l + Gulf Score O + Education Score ( + Experience Score O

Based on documents verified by our HR Assistants the candidate has achieved total score points of

Total Score Achieved =

To Interview this candidate please contact Gulfjobseeker.com Office Phone No 04-3970978
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OBJECTIVE
To secure a job commensurate to my education and work experiences, a career where I can share my knowledge and ideas and utilize my talents as well.
PROFESSIONAL SUMMARY
Human Resources Executive



December 17, 2010 – December 19, 2014
Duties & responsibilities

· Take care of Day-to-day efficient operation of the HR office.
· Assist the manager in the full spectrum of human resource management and related functions.
· Assist in handling payroll including statutory deductions.
· Apply Employment Pass, S pass, business visa application and all related passes for the employee’s.

· Provide authorized information from the employee's personnel records when requested by credit bureaus and finance companies
· Assist in recruitment process and inform job applicants of their acceptance or rejection for employment

· Involve in induction program of new employees.
· Processes and handle documentation such as routine reports, insurance policies & claims etc.
· In-charge of timesheet and Leave management.
· Assist to organize employee community & recreational activities.
· Completes monthly and year-end reports regarding terminations, transfers, and new hires
· Maintain employee and general files such as contracts, agreement, work orders, etc.
· Coordinates with related departments as required. Answers questions and provides assistance
· Monitor receivables and collections and provide updates of receivables and provide 

appropriate reporting procedures.
· Prepares accounts payable in weekly basis.

· Prepares monthly billing report.

· Prepares Statement of works (SOW), and invoicing.
· Arrange travel arrangement and accommodation
· Guest house / accommodation management.

· Monitor the inventory, and maintenance of office stationaries and machines (photocopier etc); 
· Performs miscellaneous clerical functions and special projects as assigned.
Admin / Accounts Assistant



March 1, 2010 – December 15, 2010
Redgum Pte Ltd (Singapore)
Bukit Batok, Singapore

Duties & responsibilities
· Prepares accounts payable and accounts receivable entries.
· Monitors & applies payment of various accounts
· Bank Reconciliation.
· Follow up payment from customer
· Match and verify all payment document attachment, purchase orders and supplier invoices
· Processing of invoices
· Handle accounts queries relating to accounts payables and accounts receivables.
· In-charge of collection of receivable
· Issuance of cheques for supplier
· Purchases of office and operation supplies.
· Prepare Monthly inventory of office and operation supplies
Accounts Assistant
Octopus Entertainment Pte Ltd (Singapore)

September 2009 – February 2010
21 North Canal Road, Singapore
Duties & responsibilities
· Prepares accounts payable and accounts receivable entries.
· Monitors & applies payment of various accounts
· Follow up payment from customer
· Match and verify all payment document attachment, purchase orders and supplier invoices
· Processing of invoices
· Handle accounts queries relating to accounts payables and accounts receivables.
· Preparation and monitoring of TR ( trust receipts ) 
· In-charge of collection of receivable; licensing fees.
· Issuance of cheques for supplier
· Purchases of office and operation supplies.
· Prepare Monthly inventory of office and operation supplies
Customer Service cum Admin Assistant
Octopus Entertainment Pte Ltd



October 1, 2007 – September 2009
Duties & responsibilities – Customer Service Executive
· Handle Telephone calls and walk-in enquiries.
· Provide information to clients, tenants, and visitor with regards to general enquiries as well as understanding customer needs.
· Handle and manage complaints and feedback.
· Follow up / monitor of rental collection
· Assist to client request, complaints tactfully and professionally.
· Propose and implement effective customer service system.
Duties & responsibilities –Admin Asst
· Data Entry, compiling report
· Responsible of purchasing office supplies including several outlets.
· Performing administrative duties to Finance, Marketing, Human Resource, BD department such as distributing mails, mailing of letters, filing, faxing, copying, etc.
· Monitor outlet staff weekly schedule.
· Distribute memorandum for office and outlet staff
· Other ad hoc duties as assigned
· Prepare Daily report and compiling of report.
Executive Assistant
UFC Davao Plant




October 13, 2006- December 28, 2006
Duties & responsibilities
· Assist the maintenance of all files and documents of the Plant Operation Manager
· Arrange Plant Operation Manager Schedules.
· Responsible of collecting all  reports from all department and submit it to the POM
· Prepare and assist Plant Operation reports
· Purchasing of office supplies
· Prepare all Documents for transmission
Secretary
ADM I’ntl Manpower Services Company


April 26, 2005 – September 26, 2006

Duties & responsibilities
· Entertain all inquiries on job placement and existing job openings of the agency
· Evaluate documents submitted by the applicants and refer for pre-screening and pre-qualification.
· Follow-up status of the applicants.( medical results, employers selection)
· Assist applicant for their Pre departure Orientation
· Renew Agency permit/ license
· Prepare Transmittal and communication for approval of the office manager.
· Assist in the maintenance of all files and documents of the agency.
· Perform such duties and functions relative to the foregoing or as maybe assigned by the manager.
EDUCATION
College:






University of Mindanao







Bolton St., Davao City







BS in Computer Science







November 2004
Secondary:





Matanao National High School







Matanao, Davao del Sur







March 2000
Elementary:





Buri Elementary School







Buri, Matanao Davao del Sur







March 1996
PERSONAL DATA
Place of Birth 





Matanao, Davao del Sur
Date of Birth:





December 15, 1983
Age:






31
Sex:






Female
Marital Status:





Married
Nationality:





Filipino
Spoken Language:




English, Tagalog
Reference:





Available upon request
SPECIAL SKILLS & INTEREST
· Good in MS office applications.
· Oral and Written English communication skills.
· People oriented.
· Pro-active, resourceful and task oriented.
· Able to multitask & flexible
· Active of conducting social and public activities activities.
