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JOB OBJECTIVE:

Interested in public relations, policy making and government and private service. I believe that my skills in the fields of communications and political science will be an asset to your company.

Current Position:

HR/ADMIN EXECUTIVE
Year of birth:

April 15, 1982

Nationality:

Filipino

Languages:

English, Tagalog

Professional Qualifications:

Master’s Degree:


      Master in Educational Management (2004)

      Nueva Ecija University of Science and Technology, 6 units earned 

Tertiary: 

Bachelor of Arts in Political Science (1999 - 2003)

Saint Louis University, 

Philippines

 

Fields of Interest

I have excellent communication skills both oral and written form – English and Filipino. I can speak moderate Arabic language. I am trained in the fields of political science and communications – local and international politics, public relations and public management applied through research, policy making or planning. I am adept in using Microsoft Office applications.

 

* I am looking forward for a long term career goals.

Awards, Fellowships, Grants

 Member, Graduate Education of Chartered Colleges and Universities of the Philippines, Region III (2003 - 2004) 
 Member, Political Science Academic Society (1999-2003)
 Area Volunteer, Office of Social Concern and Involvement (2002)
 Conducted a study on the Affectivity of the Implementation of Autonomy in Cordillera Autonomous Region, Area Tutor – Ifugao and Benguet(2002 - 2003)
 Co – Speaker, Arimpadek Northern Organization (2003)
 Proctor, Saint Louis University – College Entrance Test, Baguio City (2003)
 Best in Stained Glass Design (2000)
 Best in Sun Catcher Design (2000)
 Saint Louis University, Humanities Arts Awardees (2000)
 Member, Prime Movers Society (2000-2003)
 President, ANO – Cultural Organization (2001 – 2002)
 
Conference Presentations

 Workshop for Nurses Role in Trauma Management

Held at King Fahad Air base, KSA, Dec. 7, 2010

 

 Present Philippine Political Issues: Lessons on Democracy and How Can Be Taught in the Classroom – Demo Instructor Representative

Held at Instructor technology Center, Ateneo de Manila High School, Loyola Heights, Quezon City, August 13, 2005

 

 Good Samaritan Faculty Conference

Held at Good Samaritan Colleges, 

Room 1201 – 1202

June 24-25, 2005

 

 Gender and Development

Universities Extension and Training in Graduate School

 Held at CAS, Seminar Hall, Cabanatuan City

    January 21, 2004

 Ethics and Accountability in 

Graduate Education: Education 

Association of Chartered Colleges and 

Universities of the Philippines,Region III

Held at NEUST Gymnasium, Cabanatuan  City,

Nov. 22, 2003

 

 
Workshop on Comparative Style in Teaching Strategy and Methodology for Different Fields in Academic Programs – Society and Culture with Family Planning, Demo Instructor Representative

  Held at TCBC College Library, 

  Cabanatuan City, August 16, 2003

 

 
The Use and Misuse of Statistics in Research 


 Held at RCB Dome, Baguio City

September 23, 2000
WORK EXPERIENCE
HR/Admin Executive/Retail Coordinator

Cocoon Trading L.L.C – Dubai, Abu Dhabi, Al Ain( April 1, 2014–June 3, 2015 )
Job Description:

· Be the first point of contact for all HR/ Admin/ Retail -related queries

· Administer HR/Admin/ Retail -related documentation, such as contracts of employment, company rules and regulations grievances, customer complaintsi.e refunds, issues, and request

· Ensure the relevant HR/Admin/Retail  database is up to date, accurate and complies with legislation

· Do recruitment process

· Set up interviews and issue relevant correspondence, and orientations
· Time keeper, Staffs Scheduling in retails

· Administer employee disciplines

· HR Decision making & planning

· Assisting payroll for all types of leaves i.e. annual leave, sick leave, emergency leave

· Multi-tasking – Marketing assistant, communicator/link to all aspects of retails including events, advertising and promotions.
Data Entry/Executive Secretary/HR / ADMIN PERSONNEL&RECEPTIONIST/APPRAISER ASSISTANT – Emirates Falcon Electromechanical L.L.C (Jan. 21, 2012- up to JAN. 2014) 

Dubai Silicon Oaisis, Dubai, UAE

 

Executive Secretary, Commercial/Operations Department 

Reporting Directly to Chief Operations 

Officer (July-upto Dec. 2012)

 

Job Description:
 
Performs a variety of administrative or executive support tasks that are highly confidential and sensitive.
 
Coordinates office management activities for the administrator, executive or commission.

 
Researches, compiles, assimilates, and prepares confidential and sensitive documents, and briefs the administrator or executive regarding content.

 
Reads and screens incoming correspondence and reports; makes preliminary assessment of the importance of materials and organizes documents; handles some matters personally and forwards appropriate materials to the administrator or executive and staff.

·  Receives and screens incoming calls and visitors, determines which are priority matters, and alerts the administrator or executive accordingly. Makes referrals to appropriate staff or provides requested information.

 
Informs others of the administrator’s or executive’s position on issues.

 
Composes letters and memoranda in response to inquiries.

 
Acts as liaison between the administrator or executive, subordinates or others, by transmitting directives, instructions and assignments and following up on the status of assignments.

 
Produces a variety of documents, charts, and graphs in final form.

· Updates administrator or executive on status of issues before scheduled meetings.

 
Prepares agenda and collects materials for meetings, speeches, and conferences; takes minutes and keeps records of proceedings.

 
Plans and coordinates arrangements for professional conferences.

 
Reviews, proofreads, and edits documents prepared for the administrator’s or executive’s signature.

 
Takes and transcribes dictation on technical and confidential matters from the administrator or executive.

 
Coordinates and facilitates the administrator’s or executive's calendar to arrange appointments, meetings, and conferences.

 
Recommend actions to be taken on office expenditures such as equipment and supply needs.

 
Establishes and maintains various filing and records management systems.

 
Makes travel arrangements; prepares itineraries; prepares, compiles and maintains travel vouchers and records.

 
Operates standard office equipment.

 
Performs related work as assigned.

 

 

Data Entry, Purchase Department (January 21 – June) 

Job Description:

 
Collate purchase orders and purchase requisitions in order to order materials, goods and supplies.

 
Performs data entry for converting departmental requisitions to purchase orders; answers telephone; assists with emergency purchase orders. 

 
Files requisition copies and miscellaneous material; mails purchase orders; interacts with accounts payable personnel to resolve purchasing questions.

 
Perform other duties as assigned.

Clerk/ HR Staff and Nursing Administration Secretary 

(July 28, 2008 – March 20, 2011)

Prince Sultan Military Hospital, K.S.A

 

Main Tasks and Responsibilities as Clerk/Human Resource Support:


 

Reporting to Al Hada Military Hospital Human Resource Department Ccs:  Hospital Director/Medical Director/Director of Nursing, Personnel Dept., Prince Sultan Military Hospital, KSA

 

· Recruiting and staffing logistics;
 
Management of PSH Nursing Staff monthly time sheet;
 
Calculating PSH Nursing staff overtime and Time back;
·  Performance management and improvement of PSH Nursing admin tracking systems;
PSH nursing employee orientation, development, and training logistics and recordkeeping;
·  assisting with PSH Nursing employee relations;
 
company-wide committee facilitation and participation;
 
company employee communication;
·  compensation and benefits of PSH Nursing staff administration recordkeeping;
 
PSH nursing employee safety, welfare, wellness, and health reporting; and
 
PSH nursing employee services;
 
maintaining nursing employee files and the PSH HR filing system;
 
assisting with the day-to-day efficient operation of the HR/Personnel office.
 

Main Tasks and Responsibilities as Nursing Secretary: Reporting to Director of Nursing, Prince Sultan Hospital, KSA

 

 
prepare and manage correspondence, reports and documents

 
organize and coordinate meetings, conferences, travel arrangements

 
take type and distribute minutes of meetings

 
implement and maintain office systems

 
maintain schedules and calendars

 
arrange and confirm appointments

 
organize internal and external events

 
handle incoming mail and other material

 
set up and maintain filing systems


 set up work procedures

 
collate information

 
maintain databases

 
communicate verbally and in writing to answer inquiries and provide information

 
liaison with internal and external contacts

 
coordinate the flow of information both internally and externally

 
operate office equipment


 manage office space

 
Extensional clerical work in Management of PSH Nursing Education and Training and Flight Surgeon Department.
 

Personal Secretary, Sunlife Financial – 

Philippines (April 1, 2007 – January 31, 2008)

 

General Job Description:

 Provide personal administrative support to management and the company through conducting and organizing administrative duties and activities including receiving and handling information.

Political Science and Research Instructor, 

La Fortuna College; College of Arts and Sciences, (January 18, 2006 – March 31, 2007)

 

Teaching and Instruction Responsibilities:

  
Begin class on time in an orderly, organized fashion.

 
Be courteous to and approachable by students.

 
Follow approved policies and procedures in the conduct of all instructional activities.

 
Use effective motivation to help stimulate a personal desire to learn the subject/skill(s).

 
Constantly strive to improve instruction through:

 
Self-analysis and evaluation.

 
Observation and study of new instructional techniques for lecture, laboratory or performance courses.

 
The use of technology where applicable to enhance the learning environment.

 
Re-evaluation and re-definition of instructional objectives.

 
Continual revision and updating of course content and materials of instruction.

 
Attendance at the division meetings, conferences on improvement of instruction, and such activities as may be required for self-improvement.

 
Initiation and/or participation in overall department/division wide program development, maintenance, evaluation, revision and/or expansion.

 
Meet and assist students during office hours or by appointment at other reasonable times.

 
Prepare complete course syllabi.

 
Utilize standard methods of evaluation listed in course outlines or other materials approved in advance by the Division Chairperson and the Office of Instruction.

 

*Noted: The education, experience, aptitudes, skills, etc., for instructional positions differ by type of academic or vocational program. Refer to CHED (Commission on Higher Education, Philippines) for specific job specifications.

  

 Political Science and Research Instructor, Good Samaritan Colleges 
(MAY 1, 2003-OCT 31, 2005)

 

General Scope of Responsibilities:

1. 
Practice excellence in teaching and instruction. 

2. 
Demonstrate evidence of professional growth and academic currency. 

3. 
Carry out the responsibilities specific to her area, department and/or program. 

4. 
Contribute to the College Community by participation in service activities. 
5. 
Contribute to the local community by participation in service activities.
 

 

 

