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OBJECTIVE:
Seeking for a challenging job whereby my personal growth will be enhanced.

QUALIFICATION: 
Self-motivated, cooperative, industrious, self-disciplined, determined, hardworking, capable with stand, pressures undergo training or seminars. Graduates AB Psychology with good scholastic standing, fast learner, proficient in oral and written communication.

PERSONAL DATA:



Birthday 



April 17, 1980
EDUCATIONAL ATTAINMENT:


AB Psychology

Philippine Normal University,


Taft Ave., Manila, Philippines (April 2002)

WORK EXPERIENCES:

HR and Admin Executive




Culex Hospitality
September  2014 up to present



JLT, Dubai, UAE
· Gather all attendance from the restaurants and check for the cut-off

· Maintain the tracking of basic food hygiene, vacation, sick leave, disciplinary actions, promotions, increment and incident reports

· Coordinate with the PRO for visa processing of new joiners, cancellation of the leavers and other government related issues

· Handles recruitment from vacancy posting, sourcing CV's, schedule and interview candidates

· Prepare Job Offer Letter for selected candidate

· Send and coordinate with the candidates for signed JOL and visa requirements

· Book ticket for the staff who will exit and explain the procedures

· Prepare salary certificate, NOC and other related letters requested by the staff

· Liaise with the managers about additional or replacement in each outlet

· Supervise the daily routine of Transportation Supervisor

· Designed new leave application form, colleague details, guarantor form and all other necessary forms

· Implement policy and procedures

· Delegates task to HR and Admin Assistant
· Schedule the staff for medical, Emirates ID and occupational health card
· Do tying for Medical, Emirates ID and occupational health card
· Facilitate Departmental Meeting every month

· Maintain the date base for payroll purposes
· Handles the HR daily operations and functions
· Coordinate with headhunting companies for crucial position from various countries 
HR Supervisor





Crowne Plaza Dubai

March 2010 – August 2014




Sheikh Zayed Road, Dubai, UAE

· Recruitment administration including preparing contracts, and corresponding with new joiners

· Liaise with Facilities Manager to arrange accommodation and pick up for new joiners

· Assist new joiners in filling out starter forms including code of ethics, IT policy, bank form etc.

· Promote, initiate and maintain employee relation activities including providing information and handling employee queries with professionalism

· Update daily the Recruitment tracker with all open positions

· Ensure the employee database is kept up to date at all times including leaver details

· Coordinate exit procedure for leavers

· Process all vacation requests on Civilsoft and book tickets for all Hotel employees

· Liaise with preferred travel agencies for the cheapest price quotation for all booked tickets
· Prepare certificates for long service and other recognition activities

· Coordinate employee recognition activities  

· Manage the employee database ensuring everything is kept up to date at all times including new joiner details and personnel change details

· Preparing Personal Change Notice (PCN) of the colleagues

· Maintain the attendance for HR department heads 

· Issue passports to employees and update the Passport Tracker accordingly
· Generate letters including but not limited to welcome letters, promotion letters, end of probation letters, NOC, salary & employment certificates 
· Implementation of brand standards and standard operating procedures

· Maintain up to date filing system for the HR department

· Ownership of all notice boards (posters, employee photographs, monthly training and employee activities calendar, internal vacancies and other information)

· Manage the employee medical and life insurance database including but not limited to monthly update with new joiners and leavers

Source and evaluate CV’s for the vacancy
· Perform an interview with the short listed candidates

· Responsible for overseeing the entire hiring process – from vacancy to arrival of colleagues; 

· Review offer letters and ensure that it adheres with IHG & Crowne Plaza Dubai’s salary structure and benefits
· Coordinate with PRO/Staff Nurse for employment visas, medical tests and residence permits for new joiners.

· Prepares shortlisted candidates and distributing applications to recruiting departments
· Follow up with Department Heads regarding the status of candidates and ensures all candidates receive timely feedback on the status of their application

· Plans and coordinates promotions and internal transfers

· Handles recruitment process from beginning stages until candidate’s on-boarding process
· Ensure the selection criteria and process for each job vacancy is accurate

· Perform other duties as assigned
Administrative Assistant/Training Coordinator


IHG Corporate Office

March 2011 – June 2011
 (Temporary)


Festival Tower, Dubai Festival City

· Contact several hotel for a proposal 

· Coordinate with appropriate person (HR Manager/GM or Banqueting team) with the requirements like meeting rooms, F& B arrangements, etc

· Slides presentation, editing of materials (if needed), printing , sorting and binding

· Downloading of required training materials, uploading of course material through yousendit.com and sending the links
· Assist delegates in their room accommodation and visa requirements
· Arranging flights/transportation of the training manager

· Negotiate with the travel agencies with the best rate

· Prepares cash and credit  cards expense reports for all delivered training and to be submitted to the Finance

· Creating survey feedback template, prepare questionnaires, create the link and send to all delegates once the course has done

· Collecting responses and prepare summary of all the feedbacks and suggestion

· Prepares highlights of each training to HR for Mancom Report

· Prepares training calendar

· Prepares training certificates

· Processing forms, liaise with couriers for training materials shipment and filing up of all important documents, housekeeping of training material storage and others

· Attend other colleagues request

· In charge at the front desk. Responsible in handling telephone operations

· Obtain caller’s names and forward calls to appropriate person

· Greet clients and visitors and if need be direct them to the conference room/staff member’s office. Provide information and assistance to the clients and customers

· Answer inquires for the general public; schedules of the appointments. Receives or sends out messengers/courier items

HR Administrator





Crowne Plaza Dubai

October 2008 – February 2010



Sheikh Zayed Road, Dubai, UAE

· Promote, initiate and maintain employee relation activities including providing information and handling employee queries with professionalism

· Ensure the employee database is kept up to date at all times including leaver details

· Coordinate exit procedure for leavers

· Process all vacation requests on Paytrax and book tickets for all Hotel employees

· Liaise with preferred travel agencies for the cheapest price quotation for all booked tickets

· Manage the Leavers database including daily updates, creation of final settlement documents, follow up with leavers and provide daily update to HR team on the status of the leavers

· Input all attendance monthly for trainings conducted in the Training Tracker

· Coordinate employee recognition activities  

· Maintain the attendance for the department

· Issue passports to employees and update the Passport Tracker accordingly
· Generate letters including but not limited to NOC, salary & employment certificates 
· Implementation of brand standards and standard operating procedures

· Maintain up to date filing system for the HR department

· Perform other duties as assigned
Secretary cum Receptionist




Mitsubishi Motors Corporation
June 2006 – September 2008




Deira, Dubai, UAE
· In charge at the front desk. Responsible in handling telephone operations

· Obtain caller’s names and forward calls to appropriate person

· Greet clients and visitors and if need be direct them to the conference room/staff member’s office. Provide information and assistance to the clients and customers

· Answer inquires for the general public; schedules of the appointments. Receives or sends out messengers/courier items

· Responsible in applying entry visa in different consulates in Dubai

· In charge in ordering office supplies and settlement of all bills

· Responsible in making reservations in different hotels 

· Deals with travel agents for bookings, availability of the flights and issuance of ticket

· Prepare cheques for payments 

· Coordinate with all other departments for gathering and transmitting required information and follow-ups

· Perform any other jobs that may be required from time to time

· Deals with car rentals company 
Medical Representative




Pascual Laboratories Inc.
April  2005 - April 2006




Quezon City, Philippines
· Organizing appointments and meetings with community and hospital-based healthcare staff

· Identifying and establishing new business

· Demonstrating or presenting products to healthcare staff including doctors, nurses and pharmacists

· Meeting both the business and scientific needs of healthcare professionals

· Maintaining detailed records

· Reviewing sales performance

· Writing reports and other literature

HR Assistant





SM, Valenzuela
June 2002 – June 2004




Valenzuela City, Philippines
· Screen telephone calls, place, receive and route calls

· Screen resume, research the internet to locate potential job candidates, short-list and schedule interviews

· Coordinate with all other departments for gathering and transmitting required information and follow-ups

· Maintain records and compile statistical reports concerning personnel-related data such as hires, transfers, performance appraisals and absenteeism rates

· Data entry and filing

· Perform any other jobs that may be required from time to time

HR Assistant (on-the-job training)



LRTA

November 2001 – February 2002         



Pasay City, Philippines

· Manage the recruitment activities

· Liaise with recruitment agencies

· Short list and conduct preliminary interview  with candidates

· Improve the efficiency of the recruitment process

· Screen telephone calls, place, receive and route calls

· Maintain records and compile statistical reports concerning personnel-related data such as hires

SPECIAL SKILLS:

Handles stress very well and work effectively with a group as well as enjoy people related activities. Computer literate (MS Office). Balanced decision making, creative, flexible, with job ethic and organizational skill, can meet standards, and result driven. [image: image1.png]



