Gulfjobseeker.com CV No: 1395198
Mobile +971505905010 / +971504753686 

To get contact details of this candidates

Submit request through Feedback Link

         http://www.gulfjobseeker.com/feedback/submit_fb.php
Objective    

To be able to fit in a position that could enhance my knowledge and skills that will be practically applied in all related fields.

To obtain a good position in a reputable organization which could provide an environment that will nurture my professional growth and enable me to utilize my skills and capabilities to the fullest.

Specialized Knowledge and Skills Summary    

Integrity

Well-organized and detail oriented

Excellent Customer Service Handling

Planning, organizing and prioritizing

Continuous learning

Analysis and judgment

Education

Tertiary:


Bachelor of Arts in General Mass Communications (1994-1998)





UNIVERSITY OF SAINT LA SALLE





Bacolod City Negros Occidental, Philippines

Professional Experience

Employer 


Red Tag BMA

Retail Industry

Job Title


Temporary Hr/ Recruitment Assistant





April 26, 2015 to Present

ON MATERNITY - 

NOV 2014 to MARCH 2015
Employer 


Recruiter Me Agency 

Recruitment Agency

Job Title


Freelance Recruitment Consultant




August 1, 2014 to Nov 2014
Employer 


Eureka Home Health Care Center

Offering 24/7 skilled nursing care from newborn to elderly in a secured, safe & caring home environment.
Job Title


Office Manager & HR and Recruitment In-charge





June 12, 2013 to July 17, 2014

Recruitment and HR process ( job Ad, interviews, telephone interviews, screening, job offer and hiring) 

•Visa process ( liaising with PRO with all Visa documentation to process with MOL, Immigration, Medical Fitness, Emirates ID etc.) 

•Prepare Expenses Report 

• Marketing, Hospital and clinic visits when required

•Working hand in hand with Operations manager in Designing and implementing office policies 

•Establish and Organize office standards and procedures

•Supervise office staff

•Review and gather time sheets for payroll submission

•Control internal and external correspondences 

•Review supply requisitions for approval

•Liaise with other agencies, organizations and groups

• Update organizational memberships

• Maintain office equipment And anticipate needed supplies 

•Design filing systems 

• Ensure filing systems are maintained , up to date and secure for both staff and patients/clients •Define procedures for record retention 

•Ensure protection, security and effective transfer of files and records

•Transfer and dispose records according to retention schedules and policies

•Monitor driver & nurse’s schedule for the proper handover of the nurse’s endorsement

Professional Experience

Employer 


Sensaire Services LLC 

Sensaire Services LLC is a dynamic Building Services Engineering Contractor and Facilities Management established in 1983.

Job Title


HR Coordinator / Recruitment Specialist/ HR Generalist 





June 12, 2011 to Feb 2013

Responsibilities: 

HR Generalist’s Responsibilities:

Attraction and Retention - Coordinate and manage the recruitment and selection of labour hire and permanent staff in conjunction with preferred supplier. Working closely with the Recruitment team to ensure vacancies are filled.

Talent mapping 

End to end recruitment activities
Employee Relations - activities such as preparation of employee packs, delivering induction programs and arranging medicals. As well as maintaining records, assisting with reviews and all labour relations; awards and Work Cover.

HR Policy and Procedures - review and propose recommendations for continuous improvement and development

Payroll - Researching ways to continuously improve the business in terms of payroll system and recruitment

Process monthly payroll for staff and workers 

Working closely with central HR to ensure administration of OH&S and workers compensation matters are followed up

HR Coordinator and Recruitment Responsibilities:

Develop recruitment materials

Assist the Line Manager in developing job descriptions.

Update organization structure as and when required.

Workforce Planning and Market

Control, maintains and updates manpower plan and prepares related monthly and weekly reports.

Workforce market

Search workforce market.

Identify suitable recruitment channel for company.

 Recruitment agencies

Coordinate local and overseas recruitment campaigns under the supervision of the HR Manager.

Coordinate with local and overseas recruitment agencies to fill vacancies.

Liaises with approved recruitment agencies for supply of manpower.

Issue recruitment notices

Designs recruitment advertisements.

Draft employment offer letter and contracts for selected candidates.

 Selection process

Screens applicants for basic compliance with position qualifications, summarizes CVs for easier evaluation by the departmental heads.

Meets walk-in applicants, collects and assesses CVs.

Obtains and assess all certificates and testimonials of the candidates.

Ensure all vacancies are filled with the suitable candidates within the targeted time.

Interview candidates up to supervisors level and provide feedback to both HR Manager and Line Manager.

Ensure all recruitment policies, procedures and techniques are adhered to and recommend improvements.

Forwards collected CVs to the concerned departmental heads for evaluation and interviews.

Conducts new employee orientation and apprises employee of benefit options.

Types employment contracts, and issues engagement advice.

 Recruitment record

Coordinate manpower planning process and maintain manpower records.

Establishes and maintains files and records on an ongoing basis.

 Inventory candidates

Maintains an active and organized data bank of applicants for various positions.

Reports

Generates recruitment related reports.

Employer 


Olive Group FZ - LLC


Olive Group is a leading, global provider of integrated risk mitigation solutions to multinational corporations, governments, non-governmental organizations and private individuals.


Job Title


 HR Recruitment Specialist and Travel Assistant 





Apr 2010 – June 2011


Responsibilities:

Manage the Olive Group Career Portal, ensuring all job opportunities are kept up to date

Process and manage candidate applications, short listing & interviewing 

Ensure all candidates are recorded & processed on the Candidate Tracker 

Organize and coordinate candidate interviews, globally 

Co-ordinate with reception to ensure meeting rooms are booked for interviews 

Liaise with internal departments to ensure Recruitment Requests and Hiring Approval forms are submitted inline with Olive Group Recruitment Policy 

Generate Offer Letters, ensure they are delivered to the candidate in timely manner 

Create E-Personnel records, ensuring they are populated with the required documents

Assist with candidate relocation, travel arrangements and visa requirements 

Develop and maintain accurate and timely recruitment reports for management review

HR Administration Tasks:

Process Visa’s thru TECOM Government Portal and liaising with the PRO (i.e. GSO Service Registration Applications, Visit Visa, Employment Residence and Release Transfer Packages, Internal Transfer, Visa Cancellation, ID & Access Card, Dependant Packages, Student Packages, Absconder Services, Labor Dispute, Service Letters and all Other Services. 

Assist in preparing contracts and amendments for permanent and contractors

Employee mobilization to Iraq, Afghanistan, Kuwait, Qatar etc

Gather employee details and documents to create personnel file 

Travel Key Tasks:

Processing travel requests and reservations in line with company travel procedures

Scheduling travel itineraries; including flights, hotels and transfer bookings 

Processing necessary documentation; passports, visa and clearances

Working with Travel Manager to produce reports for Senior Management 

Additional Tasks:

Maintain database of job descriptions

Maintain CV Database 

Assist Director of HR and Recruitment Manager with projects in relation to general HR

Manage the Background Screening 

Employer: 


Executive Solutions Boutique Search

Dubai, UAE

Job Title: 


Recruitment - Project Coordinator / Research – Emiratisation Desk


            
            May 11, 2008 to March 27, 2010





Responsibilities:

Partakes on all executive search activities for the Emiratisation Desks (Technical & Industrial | Professional & Leadership | Financial | HR) from target selection to telephone and face to face interview, including name gathering, approach, qualification of CVs and references and presentation of candidate shortlist to clients.

Responsible for providing advice and assistance on all operational  support requirements within the  company- Advertising of vacancies, sourcing  of candidates,  preliminary  screening,  preparation of

Job descriptions, liaising with clients and candidates, over-all office administration, database management, etc.

Conducts extensive market research locally to meet the ever demanding needs of the business.

Researching specific as well as extensively utilizing E-recruitment websites successfully.

Maintenance of recruitment database and updating of   records   where applicable.

Attends to confidential issues and queries on a day to day basis.

Works and coordinates closely with the Managers for various activities to attract targeted candidates. 

Voyager system administrator 

Sourcing and profiling candidates 

CV formatting 

Department:


EMIRATISATION - Technical & Industrial | Professional & Leadership | Financial | HR
Emiratisation desk is the niche strategic arm to all divisions in helping clients hiring UAE Nationals. Our strengths lie in our ability to source and place talented high caliber UAE Nationals through our extensive regional networks and our carefully managed processes in understanding both the cultural environment and the current market demands.

The company is an active recruiter of UAE nationals with partnership programs run in collaboration with organizations to help fill ‘mission critical’ roles. We are able to tap into key resources to find candidates that have hands-on work experience in a real-world environment whilst maintaining realistic expectations of their professional working careers.  

With the demands and emphasis on developing and retaining UAE national talent ever increasing, organizations are investing heavily in ensuring that the new generation of Emiratis is:  i/ qualified ii/ experienced iii/ Ready to lead our country to face the new challenges of a world class centre for business and global international hub for pioneering development.  In order to achieve this, organizations need to ensure that they understand the key issues.

Employer


Al Futtaim Groups – Hertz Rent A Car

Dubai, UAE 

Job Title 


Senior Call Centre Agent and Admin Support





May 2004 - May 2008


Responsibilities:

Monitor the input all reservations from all sources by staff.

Check all reservations are correctly loaded, especially with new staff.

Ensure all fax man and incoming reservations are captured perfectly

Maintain and upkeep of Hertz policies & procedures.

Ensure that policies are up to date and applied and followed 

Oversee the gathering of market information on competition.

Ensure rate shops are done on a weekly basis.

Check that all rates and tariff are accurate as per contracts and rate sheets. 

Check Car Pro for rates versus the contracts or rate sheets.

Training of new and existing staff.

Train staff on new and existing reservations procedures.

Oversee admin duties and reports handled by call centre staff.

Handle all staff return forms when necessary.

Deal with reports on a daily/weekly or monthly basis.

Prepare and check incentive forms prior to passing to line manager.

Customer Service 

Provide excellent customer service as per company policy and procedures. Resolving customer issues promptly, within company guidelines, before escalating to higher level.

Convert enquiries to reservations 

Attend to customer needs, understand their requirements so that maximum number of enquiries are converted into reservations at best prices. 

Handle all reservations related documentation including inputting reservations in to the front end car rental system.

Maintain an up to date knowledge of products, tariffs, and procedures to maintain maximum profitability. Inform customers of documents required for rentals. Prepare and verify daily reservation manifest.

After Sales Service 

Address customer complaints and service related issues to ensure total customer satisfaction.

Employer: 


AMBERGRIS SOLUTIONS – international call center 





21ST floor Discovery Suites Hotel, Philippines

Job Title:


QUALITY ASSURANCE ANALYST





November 7, 2003 to April 29, 2004

Department:


DELL COMPUTERS- SOFTWARE AND PERIPHERALS

Responsibilities:

Accountable for troubleshooting in response to the customer’s computer internet connection
Provides first line email/ or voice technical support
Ensures that all communication with the customer is within the guidelines
Demonstrates a strong technical service orientation and takes responsibility for follow up to insure customer needs and expectations are satisfied
Properly escalates product issues that are irresolvable and not available on the knowledge base
Ensures that cases and/or callbacks are logged in accordance with the Data Quality Guideline
Continuous improves technical skills and current with advancing technology
Adheres to  DELL  and company policies
Employer: 


SOURCE ONE ASIA / CUSTOMER CONTACT CENTER PARTNERSHIP





1 – E Commerce Ave., Eastwood City Cyber Park, Philippines

Job Title:


Quality Assurance Analyst 





August 14, 2001 to June 6, 2003

Department:


Int’l Business Group – Sony International Technical Support





Int’l Business Group – American Express Pay By Phone

Responsibilities:

Responsible for monitoring in an objective fashion all customer contact points (web, voice, email white mail)

Responsible for reporting all behavior that does not conform to the qualities standards set by the account  management and JOINT VENTURE client 

Designs and implements reports to establish patterns and trends of quality issues as they may arise

Provides quantifiable data to all quality judgments that are made

Works with operations as consultant as well as regulator of quality issues

Works with Training and Operations to provide trends reports to address any issues that need refresher training or that may be newly discovered

Employer: 


ISLA COMMUNICATIONS CO., INC





WG&A Bldg. North Reclamation Area Cebu City, Philippines

Job Title:


CUSTOMER CARE ASSISTANT 





September 6, 1999 to March 30, 2001

Department:


Customer Service Department

Responsibilities:

Answer all calls from subscribers and potential subscribers

Answer all queries, inquiries and complaints per product

Prepare and submit Daily Customer Contact Report

Comply and Implement the standard operating procedures and system customer care

To follow standard spiel and systems procedures in handling calls or processing requests

To attend all products and services updates and scheduled trainings

Establish and maintain teamwork to achieve service standards of the operations

Comply with company policies with positive attitude

Observe or adhere to disciplinary standards to establish good working relations in the workplace

Employer: 


YOUNGLIFE INTERNATIONAL





1258 35TH Ave. San Francisco, CA USA 94122

Job Title:


Executive Secretary 





May 1998 to May 1999

Department:


Younglife San Francisco - Bay Area Region




Responsibilities:

Provides administrative, logistical and other support requirements to Area Director in a timely, effective and accurate manner to a high standard

Assists in arranging conference calls, scheduling meetings and preparing reports 

Organizes and conducts youth leadership training. Communicate activities and achievements of youth

Computer Skills

MS Windows OS

MS Office 

Adobe Photoshop 8.0

Personal Information
Marital Status
:
Married

Sex

:
Female

Birth date
: 
December 22, 1976

Nationality
: 
Filipino

Hobbies
:
Photography, Travel (travelled US, UK, Europe & Asia)

With Valid UAE License
