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To get contact details of this candidates
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Seeking a challenging position in a growth oriented organization, which offers diverse job responsibilities where I can use all 

my skills, potentials to achieve organizational and personal goals.
A certified HR Professional with over 9 years of comprehensive experience specializing Talent Acquisition & Generalist role.  Proven experience collaborating with the management to conduct Human Resources strategic planning in order to support corporate goals.  Demonstrated experience initiating cost containment strategies resulting to significant savings
	Talent Acquisition & Manpower Planning
	Employee Relations / Engagement / Retention
	Attendance / Payroll System

	Compensation & Benefits
	Performance Appraisal
	Employee Discipline  / Grievance

	MIS Database&  Records Maintenance
	ORACLE HRMS and CHRIS
	PRIME / Biometrics

	Exit Formalities
	HR Related Reports & Analytics
	Visa Application System

	Psychological Test Administration & Interpretation
	Microsoft Office (MS Word, Excel, PowerPoint)


	UAE Labor-related matters



PROFESSIONAL EXPERIENCE / CAREER PATH
LANDMARK GROUP OF COMPANIES (Home Centre - UAE)




Talent Acquisition / HR Executive

March 10, 2013 to present

 Manpower Planning & Recruitment (end-to-end recruitment process)
· Handling Recruitment of all levels for the UAE Territory covering entire locations.
· Placing job adverts on the portals / websites / external print media (both electronic and manual applications), including liaising with ad agencies, tabloids etc. 

· Overseeing the receipt, recording and tracking of job applications, sorting and classifying them based on profession, in the repository, so that it can be retrieved accordingly as and when required. 

· Compiling short-list and interview packs for the relevant requirement / vacancy and coordinating with the panelists for the interview process. 

· Ensuring that all the relevant communication is sent out to the respective manager and to the short listed candidate/s for interview including dates and time slots.

· Ensuring to provide feedback about the outcome of the interview to the respective candidates called for interview and advising them of further steps if shortlisted for second round of meeting / offer, else to express regret for not being short listed. 

· Liaising with the recruitment agencies and having constant correspondence with them for any requirement wherein the business requires support from external vendors / agencies. 

· Monitoring and analysis of cost / spend associated with each vacancy / hire. 

· Assisting with generation of management information and reports periodically, which includes cost per hire and recruitment agency usage, advert spends, analysis of nationality / ethnic wise, in take & hiring, band and designation wise reports, defining TATs involving freezing a position and working around them, developing and maintaining a talent tracker / repository, recruitment dashboards etc. 
· Maintaining repositories for JDs, Rec Agency Contracts and periodically procuring the renewed / amended contract for each agency as and when it expires from the Corp-HR. 
· Involved in supporting the talent acquisition process by sourcing CVs for junior positions as and when required by the business. 
· Managing the talent acquisition process by utilizing online recruitment services more, to attract and source applicants. 
· Managing the talent acquisition process by coordinating and supporting with the promotional initiatives and activities involved during career fairs and other recruitment drives etc. 
· Offer Negotiations & One point of contact for preparing Offer letters
· Applying Visa of the selected candidate and coordinate with the PRO’s for required documents. 

  Post Recruitment
· Joining formalities

· Induction process.

· Travel and Accommodation of new joinees

· Exit Interview

· Employee requests on:

· Salary Certificates

· Salary Transfer

· NOC

· Work Experience
SM HYPERMARKET (SM Group of Companies)







2006-2009
HR Assitant
2009-2013
HR Supervisor
MAJOR ACHIEVEMENT
· Handled store set-up for new branches to open nationwide.
· Facilitated detailed training to HR Group of another Concept  for new Systems like PRIME,  Oracle System, and Oracle HR Analytics
· Multi-tasking employee who is capable of doing both administrative and operational functions.
RECRUITMENT AND SELECTION

· Sourcing CV’s based on the Job Description for all levels (using cost effective method)

· Screening, Interviews and Test Administration

· Verification and documentation of the interview notes and candidate credentials as per the check list

· Contract Preparation and Negotiation for selected candidates.

· Documentation for all government-mandated requirements (SSS,BIR,Philhealth,Medical & Work Permit)

· Employee file creation and background checking

· Adhere to the Recruitment process laid down and recruitment cycle time

· Maintain the recruitment tracker reports

EMPLOYEE RELATIONS

· Conducts employee trainings and orientation that are essential for people development.
· Provides detailed Customer Service Management Workshop for selling personnel.
· Conducts leadership and supervisory training for employees who has potential for higher position 
· Monitors employee discipline and compliance to the established Company policy.
· Conducts administrative meeting and due process for violations committed by the employee.
· Facilitates management programs and recreational / promotional activities both for employees and customers.
COMPENSATION AND BENEFITS

· Process and computes payroll cut-off using Prime System

· Monitoring of daily attendance and compliance of schedule

· Process government- mandated benefits like SSS,HDMF,Philhealth and BIR.

OPERATIONS AUDIT

· Monitors proper cashiers deployment and counter assignment

· Involve in cashier’s scheduling matrix and simulation.

· Provides superb customer service to both internal and external customers.

· Supports in-store promotions and involve in some marketing strategies

· Monitors proper manning during lean and peak hour of the store.


EDUCATIONAL QUALIFICATIONS


Tertiary

Bachelor of Science in Industrial and Organizational Psychology



Polytechnic University of the Philippines

2002 - 2006
Secondary
Canumay National High School


1998 - 2002

Primary

Paso de Blas Elementary School


1992 – 1998


Place of Birth
: Valenzuela City, Philippines

Citizenship
: Filipino


Civil Status
: Married

Religion

: Roman Catholic


Visa Status
: Employment Visa

CAREER OBJECTIVE
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