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Profile Summary

Exceptionally motivated, result oriented professional with over 8 years of demonstrated ability in Administrative/Human Resource Management and Customer Service.
Strengths

· Excellent HR/Administrative Management skills
· Good communication skills – both oral and written
· Proficient in using Internet, Outlook email & Microsoft applications 
· Proactive, always take initiative to manage work flow priorities
· Can multi-task effectively and works with minimum supervision
· Tactful, strong morals & ethics, commitment to staff confidentiality 
· Very well organized & detail oriented
· Support specialist, executive & administrative assistant 

· Possess strong customer service skills 
· Can professionally interact with cross-functional departments and diversified culture 

CORE COMPETENCIES
	Municipal Civil Registrar – Dept. Head
	Aug 2013- Feb 2015

	Local Government Unit, Jomalig, Quezon Philippines

Civil Registry Department – is a government agency which accepts all registrable documents and judicial decrees affecting the civil status of persons; responsible for the civil registration program in the local government unit concerned, pursuant to the Civil Registry Law, the Civil Code, and other pertinent laws, rules and regulations issued to implement them.
	

	HR Assistant 

Horizon Geosciences , SAIF Zone Sharjah, UAE

An ISO Certified company provides comprehensive survey and geotechnical services to the offshore industry to support every stage of the development of offshore and near shore facilities.
	Nov 2009 -  June 2013

	Customer Service Representative
	May 2008 – May  2009

	Outsourcing Planet Inc., Manila Philippines 

A business process outsourcing services provider that aims to offer the best back office solutions to help you run your business. The company is currently one of the fastest growing BPO service providers that offer exceptional telemarketing, inbound call center, medical billing and medical transcription services.

	

	Administrative Assistant 
	July 2007 – April  2008

	Mayor’s Office LGU – Patnanungan Quezon

Philippines
Office of the Chief executive officer of the municipal government.

	


PROVEN JOB ROLE


Municipal Civil Registrar

· Supervise daily operational requirements and delegate functions of staff and department services; 
· Approve the application for registration of Certificate of Live Birth, Marriage, Death, and Marriage License;
· Make sure that all the registrable documents has no error or discrepancy before issuing the registered certificates;
· Issue certified Transcripts or copies of any certificate or registered documents contains the evidence of truth of the data taken from the Registry Books of the OMCR as requested by client;
· Responsible for issuance of a marriage license, after determining that the requirement and supporting certificates and publication thereof for the prescribed period have been complied with;
· Ensure to transcribe & enters immediately all approved registrable documents and judicial decrees affecting the civil status of persons in the appropriate civil registry books and database system; 

· Update forms and filing system and utilized PHILCRIS system, keep and preserve civil registry records in a secure place and ensure our file is always intact; 
· Process and approve Legitimations or Petitions under Republic Act  9255, 9048, 10172 and RA 3753 Rule 6;
· Administer Oath concerning Civil Registry registration;
· Ensure to transmit Monthly report on time to the Office of the Civil Registrar-General, duplicate copies of registered documents required by law;

· Coordinate with the National Statistics Office in conducting educational campaigns for vital registration and assist in the preparation of demographic and other statistics for the local government unit concerned; and

· Implement such other powers and perform such other duties and functions as may be prescribed by law or ordinance.

Human Resource Assistant  

· Maintain and develop human resource database, and manual filing system. Ensures that the system records are accurate and updated and can readily provide current and accessible information;
· Keep and maintain the confidentiality of HR personnel files and records such as employee’s personal information, salary or benefits, medical records and disciplinary issues; 
· Monitors employee’s leave record and employee’s attendance; tracks annual leave and sick leave accruals and usage, airline tickets utilization, advising on pay and other remuneration issues, may mediate or otherwise resolve records grievance and dispute;
· Conducts new employee orientation on company policies, such as work rules and regulations parking and building access, general departmental work requirements, including employee handbook; 

· Monitors  Training records and Training plans, employee’s performance appraisal and job description 

· Arrange the Training or Seminars schedule for the employees as required;
· Prepares monthly report, complete miscellaneous research, statistical reports, and letters as requested within the organization; 

· Updates Career section of the Company website in a timely manner;
· Maintain the receives CVs from Job inquiries inbox to our database, for future facilitation of recruitment needs;
· Assist in recruitment process such as; process employment requisitions, preparing of advertisement for job vacancies;
· Preliminary screening of candidates and short listing profiles taking initial telephonic interviews and scheduling the interviews of short listed candidates, sending interview invitations and gate passes;
· Prepares and extend Offers of employment or Contracts upon approval of HR Manager and other HR related document as well as rejection or termination letters;
· Knowledge or understanding of UAE Labor Law

· Liaise with PRO regarding processing of visa application or cancellation, ensures that all the necessary documents is completed;
· Coordinates with Accounts regarding with the new employee’s salary and start date, current employees including promotion and benefits, as well as the required documents for gratuities of departing employees; 

· Organize company events such as; monthly celebration of employee’s birthday, Christmas Party, Annual Company Iftar, Company’s anniversary / Employee’s Family day and Team building;
· Provide active participation in the form of adherence to and improvement of the Company’s QA and HSE systems and procedures;

· Oversees the day to day efficient operation of the Reception and pantry area;



· Provide senior level of administrative support to HR manager and to the Department;
Customer Service Support


· Handles general customer inquiries like account status and product information through phone, email and live chat;
· Successfully resolving customer issues with expediency researched rebuilt client trust to prevent the loss of key accounts;
· Responsible in ensuring all telephone calls and clients’ correspondence are logged and course thru the designated teams within the same working day;
· Job involves extensive coordination and communication among Sales, Operations and fulfillment team in order to rightfully execute client orders on time;
· Generates qualified leads and researching for the company using internet based system, and producing report on time;
Administrative assistant 


· Provide full administrative support to Municipal Mayor;
· Arranging of travel / flight schedule, making itineraries and appointment schedule, preparing business correspondences, agenda;
· Remind my superior on all his daily tasks;
· Coordinates office activities and schedules; reviews and summarizes reports and documents;
· Sends mail to coordinate with employees regarding events and gatherings within the organization;
· Log information on calls received, where required and maintains detailed and accurate records;
· Provides information to assist clients or refer them to appropriate contact/ staff either in the organization or elsewhere;
EDUCATIONAL QUALIFICATIONS


	Certificate
	

	Civil Service Eligibility: Professional  
	2007

	Certificate Medical Transcriptionist 


St. Anne College Lucena City Philippines


	2006

	Graduate
	

	Bachelor of Science in Computer Science

Sacred Heart College Lucena City Philippines 



	2005




PERSONAL PROFILE

	Date of Birth
	:
	30th April 1983
	Visa Status
	:
	Visit Visa

	Marital Status
	:
	Single
	Nationality

	:
	Filipino

	Languages

	:
	English & Tagalog
	
	
	

	Religion
	:
	Roman Catholic
	
	
	


