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PROFESSIONAL SUMMARY
Dedicated and enthusiastic professional with 6 years of extensive experience in Human Resources managing large scale projects from the requirements gathering phase to completion. Highly skilled in communicating effectively with company clients, peers, management and have proven ability to meet targeted goals, build professional relationships with a diverse customer base. Results-oriented, proactive, and team-player with a successful record of accomplishments in a multi-cultural organization.
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	SKILLS
	
	
	

	On-Boarding Process / New Joiner
	
	Visa and Labour Processing
	

	
	
	
	

	Induction
	
	Training and Development
	

	HRIS
	
	Reporting
	

	Recruitment
	
	Medical Insurance
	

	Performance Management
	
	General Administration
	



WORK HISTORY
04/2015 to Current
HR OFFICER
EMIRATES FALCON ELECTROMECHANICAL COMPANY – Dubai, United Arab Emirates
Receives employment requisitions from all branches/sites (UAE, KSA, Qatar,

Palestine, Kazakhstan).
Ensures the approved JD, organizational chart, and other supporting

documents are attached to the request form.
Manage and update the vacancy report.

Sourcing candidates through recruitment portals.

Screen all sourced CVs, shortlist, circulate, and follow up with relevant

managers.
Conducting interviews and evaluates applicants by discussing job

requirements and applicant qualifications with managers.
Arranges management interviews by coordinating schedules; escorting

applicant to interviews; arranging site/project tours.
Preparing Offer Request and Offer of Employment.

Conducting reference checks.

Sending rejection notices to unsuccessful candidates.

Coordinate with the selected candidate for the joining requirements.

Manage the employee joiners process which includes preparing contracts,

process to procure the necessary visas, creating employee records in the
payroll, apply for the creation of network IDs, provide employees with
uniforms if required.
Assisting new employees in opening of bank accounts.

Sending weekly/monthly report to the hiring managers as per sites/projects.

Manage employee relations. Serve as a confidant, friend, counselor and

adviser to employees who approach the HR department for advice or
assistance.
Seek to be empathetic, sensitive, patient and approachable to all

employees.
Constantly look to improve and upgrade HR processes. Procedure and

forms, highlight flaws in HR processes and policies and assists in policy
development, documentation and implementation.
09/2009 to 04/2015
HR OFFICER
KHIDMAH L.L.C – Abu Dhabi, United Arab Emirates
Facilitates the entire recruitment and selection process.

Conducts initial screening and sending results to hiring managers.

Act as liaison between hiring manager and candidate, managing candidate

expectations.
Coordinate with the person in-charge to arrange transportation, flight

bookings and hotel accommodation for overseas candidates ensuring
benefits are in line with company policy and candidate job offer.
To send weekly update to the hiring managers with the employment status,

expected or tentative joining dates.
Handles visa processing; labour cards; and Emirates ID application in

conjunction with the visa department.
Conducts new joiners orientation/induction.

Organize activities for new starters that includes EID application, insurance

request, and medical test.
Prepares Employee Joining Report and coordinates with Finance Department

for timely release of the compensation
Updates list of New Joiners and sends out email announcements.

Sending resignation acceptance and employee's last working day.

Tracking exit clearance to specific departments prior to the employee's last

working day and updating HR Manager on a weekly basis.
To send probation reminder to the managers two months prior to 6th month

completion and tracking accordingly.
To send annual evaluation reminder to the managers on a yearly basis.

To provide probation confirmation letter upon receiving employee's

evaluation form.
Monitors incoming and outgoing documents of the department. Ensure that

all documents get stored on soft & hard copy on the employee file.
File documents of existing employees to their individual files for its proper

update.
Monitoring and updating Gulf HR with employee information as MOL ID,

passport copy and visa information on a monthly basis ensuring that end of
the month the system is always up to date and accurate.
Support / assist colleagues with payroll process and general inquiries on

Khidmah HR system.
Entering data in Maximo for both workers and staff.

Updates monthly reports and HR spreadsheet needed by the department

for proper monitoring and documentation.
Preparing letters as per employees request such as salary certificates,

reimbursement memo/request and other HR documents and pass via HR
Manager for signature.
Assist HR events; trainings, coordinate with necessary functions and organize

participant's diaries.
Performing routine clerical duties including the processing of mail, filing,

photocopying, faxing, data entry, scheduling of meetings related to
recruitment procedures.
Raising purchase requisition form for Team Services in regards to recruitment,

insurance, and other processes that require payments.
07/2008 to 10/2009
Customer Service Representative
CITIGROUP BUSINESS PROCESS SOLUTION – Manila, Philippines
Assist customers with general credit card inquiries such as their outstanding

balance, credit limit, special offers etc.
Perform up-selling for credit card additional services like balance transfers,

credit protector and credit notify.
Assist customers make online payment.

Help customers open new accounts and close customers' accounts.

Help other agents with their selling skills through listening to their calls, and

follow it up with coaching.
07/2007 to 06/2008
Customer Service Representative
ICT Group – Manila, Philippines
Assist customers with GMAC lease queries.

Provide customers with over-all information regarding their GMAC accounts.

06/2005 to 07/2007
Call Center Executive
TRG Philippines - The Resource Group – Manila, Philippines
Handled several outbound sales accounts such as phone lines for long

distance calls in both US and UK and international lines in both US and UK.
Selling products or additional services in which customers are being notified

with their credit standing targeting Canadian customers.

EDUCATION
2005
Bachelor of Science: Information Technology
Lyceum of the Philippines University - Manila, Philippines

CERTIFICATIONS
HR Skills - Conducted By SELECT (2013)

Interviewing Skills - Conducted By SPEARHEAD Training (2012)

PERSONAL INFORMATION
DOB: 10th May 1984

Visa Status: Employment Visa

