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Positions Being Applied For
Personal Assistant/Executive Assistant

HR Officer/ HR Executive/HR Senior Coordinator
Senior Administration Officer/Senior Office Administrator
Availability

Immediate (on Tourist Visa valid until February 2016)
Objective
To ensure employment in a challenging and rewarding role where I can utilize and extend my skills and abilities, and broaden my horizons.

Academic Background
Polytechnic University of the Philippines       
1987-1994 1st Semester (Completed), Graduated in 1997
Bachelor Degree in Communications
2 Years in Office Administration
Training Background

Certification of ISO 9001-2008 Internal Auditor

Key Competencies

· more than 20 years of experience in management, executive, administrative, purchase, technical, exhibition and project support
· more than 5 years of experience in HR, Administrative and Office management 
· working knowledge on the UAE Labour Law

· ISO Quality Management System, ISO Food Safety Management System and HACCP

· possesses good communications, negotiation, customer service, and merchandising skills
· well-experience in research, investigative writing and conduct orientations
· fast learner, enthusiastic, reliable, hard-working, honest, result-oriented, with keen sense of responsibility
· with UAE and Philippines driving licenses 

Work Experiences
Company

:
Golden Valley Food Stuff LLC 

Inclusive Dates

:
September 2015 – November 2015
Job Title

: 
Office Manager cum Sales Support
Reporting To

:
Owner/Managing Director
Responsibilities
:


· Management Representative of ISO FSMS and HACCP, prepares manuals
· handles general office management and manpower issues

· handles and coordinates in processing all types of certifications, licenses and insurances
· handles and coordinates in processing of all types of new visa applications, renewal and cancellation of labour cards, Emirates ID and residence visas

· facilitates the recruitment, induction and exit processes

· handles disbursement of monthly salary through WPS

· manages annual leaves, and coordinates for the release of leave pay and flight booking of the employees

· executes performance appraisal process 

· prepares Letter of Offer, Increment Letter, Termination Letter, Certificate of Employment, Certificate of Salary, and all types of official forms and letters concerning HR and administrative operations

· handles and monitors company vehicle usage, Salik and traffic violations, and coordinates for the renewal of vehicle insurance and registration 

· creates the company policies, and ensures its implementation with the appropriate practice of management applications; prepared and improves the organizational work structure and work processes

· organizes and manages the control of all documentations and record retention systems

· prepares correspondences, reports and pre-qualification documents and all requirements of the Management and the Sales Management Team

· coordinates in all advertising and marketing affairs
· handles online sales
Company

:
Gulf Prefab Houses Factory LLC (Major Subsidiary of GGICO)
Inclusive Dates

:
May 2002 – June 2015
Job Title

: 
HR and Admin. -In-Charge (Jan.2010-June 2015)
Personal Assistant of the Managing Director (May 2002-Oct.2013)

Technical Assistant cum AutoCAD Draftswoman (May 2002-Dec.2009)

Reporting To

:
Managing Director, General Manager, Finance Manager





and Head of the Estimation & Design Dept. (May 2002-Dec.2009)

Responsibilities
:
HR and Administrative


· Management Representative of ISO Quality System Management, and certified Internal Auditor

· ensures compliance with legal, contractual procedures on personnel management such as recruiting, welfare benefits and work contract termination

· defines job positions for recruitment, arranges for online and print out ads, and manages the interview process

· prepares Letter of Agreement or Letter of Offer, and Employment and Salary Certificates, and other official forms and letters 
· manages personnel’s individual and collective development, including training, assessment and promotions

· oversees and partakes HR-related administrative tasks, such as holiday management, sick leave, replacement jobs and wage payments

· follows up litigation and disputes involving company personnel

· handles new application, renewal and cancellation of residence visas and labour cards/work contracts, in coordination with the PROs
· handles recruitment, selection, induction and exit processes 
· maintains personnel databases; employee record keeping, data security and integrity, and personnel information reporting

· ensures Job Descriptions are developed and jobs evaluated for all active positions, in line with the organizational structure

· manages the implementation of employee disciplinary/grievances in compliance with the policies, acting as an advisory between the employee and the department head

· performs general office management and solves manpower issues in coordination with the department head
· coordinates in processing all types of certifications, licenses and insurances
· handles salary disbursement in accordance with WPS
· monitors and coordinates in all concerns of the company vehicles
· coordinates for the flight schedules of the top management, and people exiting for visa change and cancellation

· provides computer hardware and software support, office equipment/machines requirements of all staff in the main office and branches
· contributes innovation to the creation and implementation of company policies and procedures that facilitate best practice management applications; generates suggestions for improving organizational work structure and work processes

· manages the control of all documentation and record retention systems

· performs as the primary coordinator in all exhibitions
· handles all advertising and marketing affairs
· handles and coordinates the preparation of catalogues and websites

Professional Support

· prepares and maintains records and communications for the Managing Director

· handles personal and confidential affairs of the Managing Director

· organizes and handles the diary and appointments of the Managing Director, interface with the Executive Secretary 

· prepares correspondences, reports and pre-qualification documents and all requirements of the Top Management, Project Management and Sales Management
· maintains Boards of Directors meeting minutes books and associated records and handles executive confidential matters

Technical Support

· prepares quotations, shop drawings, specifications, prequalification documents, Invoices and all necessary technical requirements

· coordinates with the Sales Executives and Engineers, Clients, and Purchasing and Production Departments from receiving the confirmation order to completion of projects

· prepares fabrication technical details for small and medium-size projects; AutoCAD drafting

· works as Project Coordinator for major projects with Petrofac International Ltd., Bechtel Corp., etc.

· handles sourcing of materials (local and international), selection and issuance of Job Order
May 2001 – January 2002 
manages the family business in marketing and selling of processed
and dry food
Company

:
HTE Integrated Services Inc. - HTE Engineering Singapore
Inclusive Dates

:
February 1999 – April 2001
Job Title

: 
Executive Assistant cum Office Administrator cum 
Project Coordinator
Reporting To

:
Managing Director and Head of the Engineering Dept.

Company

:
Volunteers for New Philippines Inc. – SBMA
Inclusive Dates

:
August 1997 – January 1999   

Job Title

: 
Executive Assistant cum Project Coordinator
Reporting To

:
Chairman
Company

:
Asian Women Human Rights Council Inc.
Inclusive Dates

:
March 1994 – July 1997
Job Title

: 
Executive Assistant cum Project Coordinator
Reporting To

:
Executive Director
Company

:
Pantronics-Panasonic Philippines Inc. (Working Student)

Inclusive Dates

:
June 1989 – January 1994
Job Title

: 
Sales Executive
Reporting To

:
Sales Manager
Company

:
Phil. Crescent Inc. (Working Student)

Inclusive Date

:
November 1989 – March 1990

Job Title

: 
Field Correspondent cum Editorial Staff
Reporting To

:
Chief Editor
Company

:
Daily Globe/Diyaryo Filipino (Working Student)

Inclusive Dates

:
June – November 1991

Job Title

: 
Correspondent cum Editorial Staff
Reporting To

:
Chief Editor
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