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Certifications: CHRMP (currently pursuing)
UAE Labor and Immigration Law
Certificate in Human Resource Management
HR COMPETENCIES
Full Cycle Recruitment
Knowledge of Visa Processing and Employee
Talent Acquisition
Exit Process.
Candidate Relationship Management
Employee files & Data Base Management
Contract Negotiation
Job Portal Management
Employee Retention and Motivation
PERSONAL COMPETENCIES
Able to work under pressure maintaining focus on results. Professional, intuitive and analytical in approach to issues and projects.
Confident and diplomatic when talking to people. Handles all grievances with confidence, diplomacy and confidentiality as needed.
Organized.
TECHNICAL
	Microsoft Office
	Office365
	

	-Word (Advanced User)
	
	

	
	Adobe
	

	-Excel (Advanced User)
	
	

	
	
	

	- Access ( Working knowledge)
	
	

	-Powerpoint (Advanced User)
	
	

	- Visio ( Working knowledge)
	
	

	PROFESSIONAL EXPERIENCE:
	
	

	Role: HR/ RECRUITMENT EXECUTIVE
	Jun 2014- Current
	

	Location: Dubai-UAE
	
	

	Company: Arabian Healthcare Group LLC
	
	


· Manages the full life cycle of recruitment, involving sourcing, identifying, interviewing, screening, formatting and placing personnel in quick turnaround time for 4 Specialty Centers, Laboratory and the flagship Hospital. 
· Networking with job portal/ networking companies, HR for Healthcare Groups, trade groups and employees to get updates and acquire excellent talents for the industry. 
· Create and update all job descriptions and get it approved by the HR Manager. 
· Lead the creation of a recruiting and interviewing plan for each open position. 
· Efficiently and effectively fill open positions within the set time frame/urgency. 
· Placing job advertisements in job boards and local newspapers. 
· Conduct regular follow-up with managers to determine the effectiveness of recruiting plans and implementation through the monthly recruitment meeting. 
· Utilize company tools such as applicant tracking systems and other recruiting software to track applicants through the selection phase up to on-boarding. 
· Created a full scale healthcare professionals database for the entire Group. 
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Geo experience
· Asia 
· UAE 
· Europe 
Industries
· Healthcare 
· Government 
Languages known
· English 
· Filipino 
· German (Intermediate) 
O/S
· Windows XP, 
· Windows 7, 8 
· Vista & 
· Mac 
· Develop relationships with third party recruitment agencies and staffing firms and manage the procurement and measurement process. 
· Function as the Office Manager for the CEO Office in Dubai 
· In charge of setting up a new office for the Group in Dubai. 
· In charge in managing the office and maintaining the workflow. 
· Support additional projects as needed primarily within the Group’s sector Dubai . Currently focusing on the new state-of-the-art Speciaity Center in Dubai. 
Accomplishments
· Successfully completed the manpower requirement for the newly opened eye care center in Ras Al Khaimah in a span of 2 months at a minimum hiring cost. 
· Successfully completed the manpower requirement for the state of the art diabates center in Dubai allowing the center to fully function per DHA requirements. 
· Created a proper database and employee files for the Group. 
· Created a database of healthcare professionals for fast and effective recruitment and to cater the needs of all HR Managers under the Group. 
· Created the Quality of Hire Interview Assessment sheet, Employee Requisition Form and Airline/Hotel Requests Forms for all overseas candidates for Arabian Healthcare. 
· Revised the standard employment contract as per the industry updates on employment and UAE Labor Law. 
· Subscribed and managed all 4 job portals for the company for full recruitment efficacy and efficiency. 
· Other completed HR projects for the Group: 
· Created the new Organization Chart for the new Diabetes Center 
· Created all the Job Description for all available positions in the Speciality Centers. 
CAREER GAP: 2012-2013:
MOVED TO FRANKFURT, GERMANY
ZURICH, SWITZERLAND
Role: HUMAN RESOURCE MANAGEMENT OFFICER (HRMO II)  July 2010- December 2011
Career Development and Management Division
Location: Manila, Philippines
Company: Department of Health - Philippines
· Facilitate implementation of the following programs under the Office of the President. 
· Pinoy MD Medical Scholarship Program to attain the Millenium Development Goals (MDGs) 
· Doctors to the Barrios Program 
· Rural Health Midwives Placement Program and Midwifery Scholarship Program of the Philippines. 
· Responsible for the partnerships between the Bureau and Stakeholders such as the First Gentleman Foundation, Inc., Philippine Charity Sweepstakes Office and other government and non-government agencies. Provides quarterly data and update to the stakeholders including arranging meetings and conferences to build strong network and corporate relationship. 
· Facilitate conduct of HRHMD (Human Resources for Health Management and Development) Systems and Targeted Selection Interviewers Training for the Head Office and Regional Offices across the country. 
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· Other related administrative responsibilities: 
· Prepares Department Personnel Order, invitations and arranges events and conferences for different programs and activities of the Bureau (eg. Annual Budget Meeting, Team Building, etc) 
· Prepares payroll for Midwives, Medical Scholars and Public Health Managers. 
· Prepares Memorandum and Advisories for concerned offices and Centers for Health Development. 
· Coordinates with stakeholders in the implementation of different programs under the Bureau. 
Accomplishments
· Facilitated the entire hiring of 125 doctors for deployment under the Doctors to the Barrios Program. 
· Managed the successful conduct of Continuing Medical Education (CME) Program for all doctors under the program of the bureau and Summer Immersion Program (SIP) of the Medical Students under government scholarship. 
· Prepared the current and proposed budget program costing for all the the programs handled. 
· Accomplished submission of Medical Scholarship Program liquidation reports for 2 years to the funding offices. 
· Facilitated conduct of RNheals Stakeholders Orientation and project planning for Board of Nursing, Philippine Nurses Association, Department of Labor and Employment and Department of Social Welfare and Development. 
· Facilitated hiring of 175 Midwives for Rural Health Midwives Placement Program deployed in 4th and 5th class municipalities in the country. 
· Facilitated acceptance of scholars for Midwifery Scholarship Program of the Philippines Program. 
· Managed the conduct of HRHMD Systems for the Center for Health Development and Targeted Selection Interviewers Training for Center for Health Development . 
· Assisted on the Review and Enhancement of HHRDB Quality Management System (QMS) Documents and Processes in Relation to the Requirements of ISO 9001:2008 Standards. 
Other Accomplishments:
· Prepared data for the approval of budget as requested by the Budget Department and Office of the Secretary of Health. 
· Provided full admin support to the successful conduct of the initiatives of the Bureau such as Licensure Examinations, Training on Test Construction for Examiners/Assessors and the Accredited Training Providers and Training of Trainors. 
Role: HUMAN RESOURCE OFFICER
December 2008 to June 2010
Location: Las Pinas City, Philippines
Company: RDC BEDMATS ENTERPRISE
Role & Responsibilities:
· Coordinates daily activities for a unit/team. Determines which information requires immediate attention of the executive, and delegates or refers other matters to various staff and departments. Attends meetings in the executive's absence. 
· Supervises, recruits and trains specialized and administrative support personnel and OJT personnel; and assigns, reviews and evaluates their work. 
· Responsible for the procurement of supplies; maintenance of inventory records; including supervision of staff performing these functions. 
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· Advises other department heads and executes administrative policies at the direction of the executive. 
· Represents the agency by planning, coordinating and/or participating in meetings, seminars, workshops, conferences, and in-service training sessions or related activities in the Executive's absence. 
· Maintains employee data using MS Excel and MS Access. 
· Serves as a lead worker on special projects and events involving Human Resource. 
Accomplishments
· Facilitated all company booths in trade events and trade shows. 
· Developed the current employee information database. 
· Facilitated all company meetings and assisted in the approval of the minutes and information distribution. 
Other trainings and seminars:
Deutsch Language Course- A1 and B1 Level
Volkhochschule Main-Taunus-Kreis
Bad Soden, Germany
September 2012-July 2013
Seminar on ISO 9001-2008 Quality Management System (QMS) for the Department of Health
Development Academy of the Philippines- Center for Quality and Competitiveness CHD IV-A (CALABARZON), Project 4, Quezon City
September 28-29, 2010
Capacity Building Training for Policy Development, Advocacy and Implementation
Health Resources for Health Network Philippines Department of Health
Sec. Francisco Duque Jr. Health and Information Training Center, Department of Health, San Lazaro Compound
July 28-29, 2010
EDUCATIONAL BACKGROUND:
· Bachelor of Science in Nursing, 2008 
Las Pinas College (Graduated: Rank 4 with Leadership Award) 
· Secondary Education, 2004 
University of Perpetual Help Rizal- Business School (Graduated: Rank 16) 
· Primary Education, 2000 
Bugasong Elementary School - (Graduated: Rank 7) 
PERSONAL:
Date of Birth
23 January 1988 | 27 years old
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