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OBJECTIVE:

To be a part of a prestigious company where I can utilize my strong personal skills, organizational abilities, business experience and have a challenging position where I can build up my skills through which I can gain exposure leading to a successful career.

SKILLS:
· Knowledgeable in Microsoft Word, Excel, Power Point and Internet Access
· Customer Service Oriented

· Ability to communicate effectively, both verbally and in writing
· With exposure in handling people, communicating to different levels in organization
· Ability to deal with others effectively, both internally and externally
· Ability to work effectively, both independently and as part of team
· Able to speak Arabic, English and Tagalog
· Ability to organize and prioritize work to meet deadlines
· Ability to operate related equipment including computer software applications
· Accustomed to working in fast paced environments with the ability to think quickly and successfully handle difficult clients
· Solid in writing, editing, and oral communication skills
· Proven ability to analyze, plan, manage and motivate
CAREER SUMMARY:
INTERNATIONAL TRADING MANAGER
CITY SERVICES CONSULTANCY
Dec 17, 2012 up to Present

· Meeting with the prospect client from different countries

· Responsible for preparing the quotation for the various customer

·  Resourcing different supplier from different companies for oil and gas

· Dealing with  international traders for oil and gas 

· Sending email , marketing for the new prospect client and buyers

· Attending meetings  and preparing presentation for the new products that need to market for oil and gas

· Responsible for fallowing up the payment of the client
· Responsible for foreign international business 
· In charge for international marketing or overseas manufacturing for the new product that need to market 
HUMAN RESOURCE & OFFICE MANAGER, MARKETING MANAGER
SMART UNION GENERAL TRADING
Oil and Gas for Sheikh Mohammad Bin Juma Private Office
May 23, 2012 up to Dec 1,2014
· Protect interest of employees and the company in accordance with company Human Resources policies and governmental laws and regulations

· Define all Human Resources programs and authority/responsibility of Human Resources and line management within those programs

· Provide necessary education and materials to management and employees

· Assist in overseeing implementation of programs through Human Resources staff

· Work closely with Managers/Supervisors throughout Product Divisions, determining HR and staffing needs

· Prepare offer letters 
· Handle employee complaints, concerns, and disputes 

· Direct preparation and distribution of written and verbal information to inform employees of benefits, compensation, and personnel policies 
· Review Performance Appraisals and assist in determining merit increases 

· Maintain employee files, training, medical, etc.
· Communicate with Employees on company provided benefits
· Coordinate employee meetings and functions 

· Conduct new-hire orientation and exit interviews 

· Maintain and update accurate job descriptions for all positions 

· Establish salary ranges, job titles and descriptions as needed 

· Know and understand The Companies Quality Policy and comply with all requirements of the Quality Systems Manual, Operating and Technical Procedures and Workplace Instructions 

· Dealing with international clients for oil and gas
· Responsible for marketing ,, planning  presenting new product for oil and gas 
· Perform various other duties and activities as assigned by supervisor within the physical constraints of the job 
· Work also as personal assistant to the General Managers for all personal issues and important matters for the confidentiality of the company
· Other jobs aside from hr manager / responsible for preparing the quotation for oil and gas and other related works as per the Managing Director required 
· Keeping and filing all the important documents for the company

HUMAN RESOURCE MANAGER
ARAK ENGINEERING CONSULTANT
June 1, 2009-Up to March 1, 2012
For HR Manager

· Responsible for staff Mobilization, Demobilization & day to day HR activities.

· Responsible for  online registration for all private sector and governments involve  to the work matter

· Handles Files of the Employees and responsible in giving Pre-Employment requirements to the new employees.

· Maintains and updates relevant files for administrative functions
· Maintenance of HRIS (Human Resources Information System

· Conducts in-house orientation and training, events planning and coordination
· Coordination with the different department such as Accounting, Sales, Admin, Technical and etc.
· Coordinates with the Gen. Manager regarding to the Employee relation
· Provides assistance in initiating, developing, reviewing, implementing and coordinating system relative to benefits
· Handling Statutory matters such as Original Passport, Labor card, Insurance card, WPS Compliance, Commission and Gratuity
· Develop and update the employees profile thru ARAK System
· Involve with the higher management to set HR policies and procedures
· Coordinating with the Government Relations Officer for the Visa Process of Employees

· Coordinating with the Insurance Company for health card application and medical reimbursement of direct staff
· Communicating the HR Policies and Procedures to all Managers, Employees and Facilitating the transfer of best HR practices across the company
· Generating all types of HR reports
· Attending with the queries from the employees, banks and external agencies
· Responsible for ISO standard to get the certificate for passing the company
Mobilization

· Providing the staff reports to the payroll every month Bank account updates, New Joiner and Medical reimbursement
· Updating the new MOL list for both license Abu Dhabi and Dubai
· Preparing the Employment offer contract, labor approval and visa copy to the employee
· Approving the staff leave, HR and passport request thru E-HR online
Demobilization

· Issue Resignation and Termination Acceptance letter and getting them acknowledge
· Ensure staff returns Insurance card, Labor card and Passport for Visa Cancellation
· Request Exit Clearance from the staff or client for the End of Service Benefit Computation (if eligible) and Leave Balance payment for the submission to the Finance department
· Sending the last timesheet from the client if it is pending
· EOSB Settlement (Gratuity, Leave Salary and Final salary) in coordination with Finance and Payroll department
· Air Ticket Preliminary booking of Demobilization, where applicable and referring to HRS
·  Arrange the release of passport and cancellation receipt at the Airport
Key Performance

· Ensure All the HR policies and procedure is strictly implemented
· Maintained clear communication with the Branch Manager/HR Supervisor and employees
· Ensure accuracy with salary contracts; leave entitlement

· Ensure timely processing of documents to avoid penalties and fines
· Ensure that all HR details are accurately entered in ERP
· Ensure that the company policy as ISO standard was implemented
· Documentation and Reporting

· Prepares Employment contract and J.O documentation, and discusses the same with every successful batch of candidates
· Handles temporary files of trainees
· Manages and keeps updated all reporting data on candidate monitoring and recruitment
Coordination and Monitoring

· Monitors and tracks employee referrals and handles request
· Coordinates with relevant departments to ensure that all hires are well endorsed
· Coordinates with staff for their Security Pass in their Work Location and prepare it
· Monitors the renewal of contracts, visa of direct staff with coordination to the GRO for processing
· Monitors the workload and performance of hired staffs
Employee Relations

· Facilitates New Hire for Orientation and Induction program
· Plans, organizes, initiates and implements company activities to foster a healthy working environment
· Sources for possible venues and arranges logistics for company activities
· Conducts exit interview to resigned employees while evaluating reasons of leaving
· Recommends process improvements on existing policies (work behavior: attendance and actual performance)
MARKETING MANAGER, PRO, HR MANAGER
HIGH TOP JOB COMMERCIAL BROKER

November 2006 – May 2009

· Responds to general inquiries regarding human resources policies and procedures including employment opportunities, application processes, and benefits enrollment and changes
· Provide employees including engineers, accountants, architects and other professionals to possible company employers
· Provide appropriate work to highly qualified applicant
· Interact with different employment agencies within and outside the country
· Processing application of employees’ visa, insurance and residence visa of employees
· Processing the license of the company.  Making the booking of the following applicants and also all staffs of the company including the director
· Assisting the personal and important business meetings of the director of the company
· Completes and processes required documentation related to new hires, transfers, classification changes, bumping/deletions, payroll according to collective agreement provisions
· Prepares postings and oversees the distribution of postings to the appropriate bulletin boards, both physical and electronic and tracks vacancies
· Assist companies with screening and processing hires by placing advertisements, scheduling interviews and checking references
· Maintains personnel files and Human Resource files
HUMAN RESOURCES MANAGER
ALSHIBLI COMMERCIAL BROKER – ADAN TRAVEL AGENCY

November 2002 – November 2006

· Responsible for the interpretation and application of the Staff Rules, regulations and procedures ensuring uniform application in accordance with guidelines from the management
· Provides advice to staff members on specific entitlements, taking action

Locally as appropriate or submitting recommendations for exceptions to DHRM

· Ascertains human resource requirements for the office ensuring the                                     timely advertisement and filling of vacancies
· Participates in the selection of internal candidates and submits appropriate recommendations  

· Interviews and tests new candidates, verifying educational qualifications and previous employment record 

· Manages the advertisement and filling of local vacancies, advising applicants on the natureof the responsibilities to be performed as well as entitlements and career prospects
· Briefs newly arrived staff on related administrative formalities and ensures all arrangements made for onward travel, if applicable

· Supervises the promptand efficient processing of documentation for the arrival and departure of international staff
· Controls the maintenance of the personnel records in the office

· Monitors the follow-up of correspondence between each sub/field-office and headquarters
· Ensuring that outstanding queries receive a timely response, after due analysis

· Maintains and monitors leave records and requests for overtime
· Clear all payments of the companies including the payment in the immigration, travel and shipment cost, medical reimbursements, hazard pay and other related expenses. 

· Provides support, guidance and training to personnel staff as required
· Participates in the review of training needs of staff making appropriate

· Proposals to meet identified needs
· Participates in local salary surveys
· Participates in the review of training needs of staff making appropriate

· Proposals to meet identified needs
· Negotiates staff complaints and maintains harmonious relations with local staff
Performs other duties such as:
· Printing of issued online visa

· Making daily reports for the issued and pending online application
· Retrieving records of all online visa application
· Checking of balance deposited in bank
· Prepares correspondence request by the clients
· Monitor incoming and outgoing fax

· Safekeeping of all kinds of records
PA &EXECUTIVE SECRETARY TO THE GENERAL MANAGER

Mr.Abdul Majid Shoman – Owner of Arab Bank
Ammam, Jordan
January 1994 – April 2002

· Confirming the GMs diary schedules
· Manages hotel and ticket bookings
· Responsible in composing and preparing confidential correspondence to suppliers including email and fax management
· Screens all incoming calls and transfer to appropriate department
· Organizes the filing system all personal matters belong to him
· Tracks all incoming shipments
· Responsible for the in and out of documents that includes dealing with couriers and other administration tasks

· Travelling with the General Manager for his appointments and meeting outside the country
· Taking the minutes of meeting
· All duties and responsibilities as a personal Assistant and Executive  Secretary work 

EDUCATION AND QUALIFICATIONS:
Business Administration - Major in Human Resource 
Emirates College of Technology

February 24, 2008
Graduate – Associate in Computer Programming

Amman Jordan

Amman Universal Computer

October 1997
Graduate – Care Giver Program
ISO Training Programmed – with Certificate

Training for EHSMS – Health and Safety Environmental Management System

Bachelor of Science in Dental Medicine
Lyceum of Batangas

June 6, 1987 - April 7, 1992

PERSONAL INFORMATION
Nationality

Filipino
Driving License
Full/Clean
Health


Excellent; physically fit
Languages

Fluent in English/Tagalog/Arabic

