AREAS OF EXPERTISE
HR Processes
Employee Relations
Recruitment & Selection
Contract Extensions
HR Administrations
People Management
Compensation & Benefits
PERSONAL SKILLS
Accountable
Proactive
Confident
Good Judgment
Methodical
Problem Solving
Detail Oriented
PERSONAL DETAILS
DOB: 5th Sept 1985
UAE Driving License: Yes
Nationality: Filipino
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HR Executive
CAREER OBJECTIVE
A multi-skilled HR professional with 10 years of functional experience in
HR Department. I have good experience in HR Generalist Roles and also handled complete life cycle of recruitment and conducted many recruitment drives. Can work effectively both as a team member (individual contributor) as well as Team Leader.
WORK EXPERIENCE:
HR & Administration Executive
Entermarkets FZ LLC
Aug. 2012 up to Present
Duties:
· Responsible in entire recruitment process starting from maintaining resume data bank to screening the candidate, salary negotiations and issuing a offer & Appointment letters & Deployments. 
· Planning human resource requirements in consultation with heads of different functional & operational areas, organizing the interviews and induction programs. 
· As per the organizations need and goal periodically preparing and rolling out the new policies. Owing the responsibility for the execution of the same. 
· Planning and timely completion of midyear and annual performance reviews. 
· Preparing Confirmations / Promotions/ Increments. 
· Distributing and documentation of annual appraisal letters in personal files of employees. 
· Providing Induction the new joiners, over view the organization structure with PPT presentation. 
· Issuing Show cause notices, Warning letters, Memos, Phonograms, Termination letters for the concern staff and asking for their explanation. 
· Conducting Exit interviews, Employee Final Settlements, relieving procedures and employee coordination. 
· Handling general administrative areas like Maintenance, Housekeeping etc. 
· Resolving employee grievances in a prompt manner and develop faith in employees towards the management. 
· Addressing employee queries regarding payroll, Attendance, HR Policies, Leave Details, timesheets etc. 
· Employee Benefits - maintaining leave records, Leave encashment, Medical Reimbursement, Employee’s birthday. 
· Handling all Registration and Licensing documents of the company such as Lease Agreement, Trade License, Chamber of Commerce, Insurance etc. 
· Manage flights and hotel reservation of all employees and new joiners. 
· Act as Executive and Personal Assistant to the Managing Director. 
HR Coordinator
Streit FZCO
March 2012 up to July 2012
Duties:
· Participates in Recruitment: Posting of ads, CVs shortlisting, telephone interview, schedule interview, administer exams. 
· Prepares Job Offer, Employment contracts and other documents pertaining to joining. 
· Conducts preliminary induction to new joiners and introduce to each and every member of the organization. 
· Monitors due dates of probationary employees, prepares employment confirmation or termination. 
· Collate and maintain records of employees evaluation on a monthly basis. 
· Prepares leave forms and monitor employees who are on leave (approved and annual leave). Prepares joining report after leave. 
· Coordinates with PRO new visa application, monitor visas to be renewed and to be cancelled. 
· Prepares and monitors full and final settlement of resigned / terminated employees. 
· Updates the HR Master file. 
· Monitors accommodation provided by company for renewal and / or termination. 
· Prepares and submit employment related expenses. 
Recruitment Coordinator
Paris Group International LLC
March 2011 up to February 2012
Duties:
· Coordinates with different agencies regarding advertisement of job vacancies. 
· Maintains an active and organized data bank of applicants for various positions. 
· Pre-screen resume’s and schedules applicant for interview. 
· Conducts preliminary interview and gives examination to shortlisted applicants if necessary. 
· Endorse qualified applicants to Recruitment Manager and/or to HR & Admin. Manager for approval, then, recommends it to requesting department. 
· Feedbacks applicants their application status through e-mail and phone calls. 
· Prepares daily, weekly and monthly Recruitment reports as requested and required. 
· Prepares job offer. 
· Ensures completion of requirement for the preparation of Employment Visa Application. 
· Prepares Employment Visa Application and seeks approval of Human Resources & Administration Manager. 
· Coordinates with Government Relations Office for the approval of Employment Visa Application. 
· Requests flight booking, transportation, accommodation and cash advance of the approved Employment Visa. 
· Forwards PTA to recruitment agencies. 
· Coordinates with PRO the requisition of employee’s ID. 
· Coordinates with Training Unit for the company orientation of the newly hired staff 
· Prepares joining report and facilitates the routing. 
· Endorses newly hired staff to respective department. 
· Furnish HR Administration copy of new joiners report for the facilitation of finger scanning and uniform requests. 
· Facilitates payments to recruitment agencies for all deployed candidates. 
· Forwards joining report to payroll and ensures inclusion from payroll roster. 
· Forwards hardcopy and softcopy to HR Administration for 201 regular file. 
· Performs other related duties that may be assigned by the immediate superior from time to time. 
ACADEMIC QUALIFICATIONS
Bachelor of Science in Psychology Pamantasan ng Lungsod ng Maynila 2001 – 2005
