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OBJECTIVE:


To obtain a position that is commensurate to my qualifications and to help achieve the goals and objectives of my employer for the company success and my advancement.

AUG 2009 –APRIL 2015




OREGANO RESTAURANTS, DUBAI
Oregano Restaurants is a group of Authentic Italian chain of Restaurants, currently operating with 6 different outlets spread across the Emirate of Dubai.
AUG 2009 – APRIL 2015





ADMINISTRATOR
· Responsible for the entire Administrative task for the total employee strength of 170+ across the Restaurant Group.

· Dealing with government authorities including UAE Ministry of Labour and Free Zone Authorities like TECOM& DSOA with regards to the Staff visa, Work permit and the other required documents.

· Monitoring of renewal and/or cancellation of staff’s Visa, Occupational Health Card, Work Permit, Emirates ID, Passports and submits to PRO to process the necessary documents. 

· Responsible of maintaining the records of the employees and company’s documents hard/soft filing system.
· Preparing the offer letter / contract letter for the new hire employee/s.
· Making all typesof letter required and co-ordinate to OIC for the collection or submittal of it.
· Checking all the employees’ weekly attendance, from the system against their time card including their overtime. Accountable for employees’ payable days and overtime hours. 
· Monitoring the employees’ offsets, sick leave and/or annual leave. 
· Monitor the company vehicles and insurance policy. 

· Assuring that all reports (weekly and/or monthly) will be submitted on time. 
· Correspond to all mails with correct details.
· Monitoring and handling warehouse stocks.

· Maintaining the customer’s data base records.
· Arranging the Basic food & hygiene training & PIC training for all employees.
· Responsible for opening abank account of new joined employee.
· Ordering and arranging of stationaries and its delivery to all outlet.
· Knowledge in making invoices through QuickBooks.

· Requesting and/or arranging air tickets for employees as required.
· Filling up forms and completing required documents for submission.
· Additionally, also responsible for the initial screening of potential candidates through posting jobs in Gulf News and forward the shortlisted candidates to the Operations Manager for further interviews.
· Scheduling Interviews of the candidates with the panel.

SECONDARY:

PANGAL SUR HIGH SCHOOL
Echague,Isabela, Philippines

Year 2005


	Skill Name
	Last Used
	Experience

	MS WORD
	2015
	10Year(s) 0 Month(s)

	MS EXCEL
	2015
	10 Year(s) 0 Month(s)

	Internet
	2015
	13 Year(s) 0 Month(s)




Age


:
28 years old


Date of Birth

:
November 09, 1986


Height


:
5’0 

Weight

:
130 lbs.


Gender

:
Female


Status


:
Single


Citizenship

:
Filipino


Religion

:
Roman Catholic


Language

:
Filipino and English 
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Mobile +971505905010 / +971504753686 





To get contact details of this candidates


Submit request through Feedback Link


� HYPERLINK "http://www.gulfjobseeker.com/feedback/submit_fb.php" �http://www.gulfjobseeker.com/feedback/submit_fb.php�





EMPLOYMENT BACKGROUND











EDUCATIONAL ATTAINMENT








IT SKILLS








PERSONAL INFORMATION














