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	Objectives

To become an efficient employee of a dynamic and progressive organization where my knowledge and experience, qualifications, and enthusiasms can be implemented and utilized to contribute towards the growth of the company and achieve my desired goals.
Education

University of Batangas                           Course:     Bachelor of Science in Commerce
Major:     Business Management                             1997-2001
experience
HR/ADMIN ASSISTANT                               

 Company: RUGS N HOME FZCO          Jebel Ali Free zone, Dubai, U.A.E.
                                                                    Dec. 09, 2013 – up to present
HR/ADMIN ASSISTANT                               
 Company: MEGA CARPETS FZE           Jebel Ali Free zone, Dubai, U.A.E.
                                                                    Feb. 06, 2012-Aug.15, 2013

Objective:

Assists with the administration of the day-to-day operations of the human resources functions and duties, maintain and organize employee records and might answer questions related to employees. 

DUTIES AND RESPONSIBILITIES:

· JAFZA and DMCC online visa processing and other works using dubai trade portal, and LLC visa processing with PRO
· Responsible in making gate pass card for non-free-zone employees and visitors coming to office
· Assisting attendance monitoring for payroll.

· Maintaining and updating employee data base system.

· Monitoring the expiration of visa and Company Employment cards, labor cards, and gate pass
· Making offer letters end of service entitlement/settlements. Making memos and letters.
· Helping screening cv’s for new applicants, schedule interview appointments, make phone and initial interviews, posting job vacancies.

· Assisted staff with routine HR related questions, served as the first point of contact for employees – Assisted company staff in solving HR issues. 

·  Managed, organized and updated files, records, correspondence, charts and reports – Performed HR office services such as:  filing documents, printing reports and documents, stocking of equipment and supplies. 

· Ordering office-staff lunches or visitors when needed.

·  Handled phone calls and messages, incoming as well as outgoing. 

·  Handled discrete information related to employee relations, changes in the organization, confidential information issues, and other sensitive HR-related matters.

· Assisting incoming and outgoing couriers &  Welcoming visitors.
· Monitoring lease and trade license expirations and doing renewals for the same.
· Reporting to HR manager and sometimes to MD.
· Applying EHS and OFC during trade license renewal.

· Doing logistics works.
QUALITY CONTROL
Company: A-DATA Technology Co.Ltd.       Address: 18F No.258,Lian Cheng.,Chung Ho City, Taipei, Taiwan

                                                                            Nov.12, 2009-Nov.10, 2010

RECEPTIONIST

Company: Days Hotel Batangas                   Address: Pastor Road,  Pallocan West,  Batangas City
                                                                            October 6, 2008-October 22, 2009
QUALITY ASSURANCE
Company: Nitto Denko Business Support   Address: Mie-ken, Kameyama-shi, Fuke-chou, Japan

                                                                             July 2, 2005-July 2, 2008

PERSONAL DATA:
Age                                       :    34
Date of Birth                         :    April 26,1980
Place of birth                         :   Banaba West, Batangas City

Civil status                           :    Single
Height                                   :   154cm.                                      
Weight                                   :    50kg.
Nationality                             :    Philippines

Other Skills                             :Microsoft Office

Language Spoken                 :     Filipino/English/Japanese

Religion                                  :   Christianity



	
	


Page 2

