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CAREER OBJECTIVE;
Seeking a challenging position in any esteemed organization where I can use my creative ideas and innovation skills to achieve an all-round development of my career and contribute to the progress of my enterprise in accordance with my profile.
PROFESSIONAL EXPERIENCES;
HR ASSITANT / ADMIN ASSISTANT
PROBANK HUMAN RESOURCE
Dubai, UAE
(Main Client DOOSAN HEAVY INDUSTRIES)
October 01, 2013 to Present
Job Description;
· Reports directly to the Managing Director, Director for Operations and General Manager. 
· Serves as coordinator to our International sub-agencies and Handling recruitment procedure, visa processing mostly for our projects in KSA, Libya, Korea, and Vietnam. 
· Coordinate post offer as advice by the client to sub-agencies down to applicant prepare and issue letter of appointment / offer letter. 
· Prepare job announcement and advertisement; Screen and shortlist applicants’ base on their qualifications and as per Job request; notify candidates of application/employment status. 
· Monitoring all workers to our sub-agencies in Philippines, Vietnam & Srilanka. 
· Update status reports for our workers from time to time. 
· Weekly report to our Human Resource Manager. 
· Responsible for PTA request, flight bookings of our employees and workers. 
· Classifies, sorts, files and retrieve correspondence, records and other documents as requested. 
· Responsible for UAE Visa Processing, Visa Renewal of our employee with basic knowledge in UAE labor law. 
HUMAN RESOURCE ASSISTANT
DUBAI CREEK GOLF& YACHT CLUB
Diera Dubai, UAE
May 2013 ~ September 2013 (Contractual)
Job Description;
· Compile and keep personnel records. Record data for each employee, such as address, absences, supervisory reports on ability, and date of and reason for termination. Compile and type reports from employment records. File employment records. Search employee files and furnish information to authorized persons. 
· Update Status report from time to time. 
· Weekly report to human resource Director. 
· Receives files, checks all the documents submitted by Staff 
· Ensuring completeness of hired Staff documents/ requirements. 
· Follow- up with the Staff for submission of lacking documents/Competences. 
· Turn over staff documents to Government Relation Officer for visa processing. 
· Receives and records of released Staff VISA & Documents. 
· Coordinates with all other persons and departments on matters pertaining to Staff problems. 
· Send/ receives and files e-mails, correspondences of other Department. 
PROCESSING OFFICER
VALESCO STRATEGIC MANPOWER SOLUTIONS INC.
Malate, Manila Philippines
February 2012 ~ February 2013
Job Description;
· Receives files, checks all the documents submitted by applicants and or the recruitment department such as passport, NB, pictures. 
· Safekeeping of hired applicants envelopes with documents like, passport, Certificates, etc. 
· Ensuring completeness of hired applicants documents/ requirements. 
· Follow- up with the applicants for submission of lacking documents/Competences. 
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ADMINISTRATIVE STAFF/ PROCESSING OFFICER
STEADFAST INTERNATIONAL RECRUITMENT
Malate, Manila Philippines
From April 2007 ~ November 2011
Job Description as PROCESSING OFFICER;
· Receives files, checks all the documents submitted by applicants and or the recruitment department such as passport, NBI, pictures. 
· Safekeeping of hired applicants envelopes with documents like, passport, Certificates, etc. 
· Coordinates with all other persons and departments on matters pertaining to worker problems. 
· Prepares letters, telegrams, notices addressed to applicants. 
· Ensuring completeness of hired applicants documents/ requirements. 
· Follow- up with the applicants for submission of lacking documents/Competences. 
· Updates Hong Kong & Cyprus applicant’s status report weekly. 
· Send/ receives and files e-mails, mail and faxed correspondences of hongkong / Cyprus principals. 
· Schedules PDOS & OWWA, receiving PDOS & OWWA Certificate from processing. 
· Turn over applicants documents to liaison officer for processing. 
· Receives and records of released applicants VISA & Documents. 
Job Description as ADMIN STAFF;
· Attends, prepare, coordinates, assist and participates in the external meetings, seminars, workshops, etc. related to administrative function and activities. 
· Prepares files, types, monitor, stores, records, reviews and submits reports on all administrative activities taken. 
· Custodian of petty cash and replenishes it as necessary. 
· Receives telephone calls, e-mails, faxed correspondences and replies to same in the absence of the administrative manager. 
· Receives and records payments for placement fees paid by applicants. 
· Prepares cash vouchers and purchase order form for approval. 
· Acts as the company representative in the absence of the VP/ admin Manager 
RECRUITMENT ASSISTANT
STEADFAST INTERNATIONAL RECRUITMENT
Malate, Manila Philippines
September 2003 ~ October 2005
· Receives files, checks all the documents submitted by applicants and / or the recruitment department such as passport, NBI, drug test, pictures. 
· Assist and reminds workers in the completion of required documents and payments for processing and visa application base on the checklist. 
· prepare letters, telegrams, notices addressed to assigned applicants 
· Entertain walk-in Applicants 
· Shortlist Applicants in website and update database 
· Contact new applicants to report for interview 
· In charge of submitted resumes files 
· In charge of deployment / repatriation documents and safekeeping/logging of DCC records. 
· Receive medical and training payments 
· Petty Cash custodian 
HIGHEST EDUCATIONAL ATTAINMENT:
BACHELOR IN COMMERCE MAJOR IN MANAGEMENT
School Year: 1999 ~ 2003
DATE OF BIRTH
19/SEP/1982
NATIONALITY
Filipino
DATE OF ISSUE
19/SEP/2014
DATE OF EXPIRY
18/SEP/2019
VISA STATUS :
Employment visa
LANGUAGES
SPOKEN:
English, Filipino
Declaration:
“ I hereby certify that above information is true and correct based on my knowledge and beliefs”.
