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CAREER OBJECTIVE

To pursue a position where in I can utilize my experiences, skills and proven expertise in the field of Administration, Client Servicing, Banking and Finance to support the growth and profitability of the Company. 

PROFILE SUMMARY

· 10 years of work experience in UAE in the field of Administration, Client Servicing and Banking and Finance Industry

· Achiever, Multi – Awarded performer who consistently achieve beyond set target in credit and collections/risk management

· Highly organized, people oriented and versatile HR Administrator

· Have excellent communication skills with the ability to negotiate, liaise and resolve issues

· Contribute effectively as a team member and work as well independently

· Able to work in a fast-paced environment & adaptable to change

· Computer literate and familiar with banking software
· Able to handle pressure that may evolve due to constant targets and work demands

· Displays commitment and initiative in fulfilling the goals of the company

· Has strong interpersonal skills

· With valid U.A.E driving license

WORK EXPERIENCE

ADMINISTRATOR – HUMAN RESOURCES DEPARTMENT

Tool Time L.L.C - Facility Management Company, April 2013 up to May 2015 (End of Contract)
Office 209, Al Barsha Boutique Building, Al Barsha 1, Dubai, U.A.E

Administration
· Overall in-charge of the HR Data, updates personnel’s files, prepares the required documentation for employees and ensures up to date HR/Admin filing system.

· In charge for recruitment needs (Sourcing and maintenance of files), Coordinates with local and international recruitment agencies for deployment

· Prepares documents and requirements for new visa processing, renewal and visa cancellations 

· Administer employee insurance, claims and leave matters

· Assist in the preparation of employment and immigration visa processing

· Conduct employee performance evaluation/annual reviews 

· Organize Company events (Employee welfare)

· Handle confidential documents of employees such as Salary, Offer  Letter, Confirmation Letters and Employment Contracts

· Review, develop and implement new HR-Admin system/policy to make sure they are applicable in the current office situation.

· Work on computerized office software, update and process annual leave, sick leave, absence etc.
Finance Assistance 
· Handles Petty Cash (for visa expenses)

· Prepares Local Purchase Orders (Admin and Operations general expenses)

· Liquidate receipts, prepares report for reimbursement of funds to accounts department.
Office Management
· Serves as the receiver of incoming communications, by phone or by mail and distributes them to the various staff within the company.

· Responsible for establishing and maintaining office filing and record keeping using both manual and computer systems

· Scheduling and maintaining calendar, appointments and meetings

· Request/order office stationeries, pantry supplies and equipment for the office

· Travel arrangements (Flight and Hotel Bookings)

· Prepares research work and correspondences

· Liaising with contractors regarding office maintenances

· Renewal of office related licenses and subscriptions

· Coordinate with IT and Internet providers as required

· Update/ Maintain List of Employee contact info, internal and external contacts.

· Perform general clerical duties to include but not limited to: photocopying, faxing, Mailing/Couriers

· Cum PA to the General Manager and HR Manager (Company owners)

· Special projects and other related duties including running office errands

· Fleet management (Company owned and leased vehicles)

· Prepares gate passes as per community requirement

· Other task that may be assigned

COLLECTIONS OFFICER (RISK MANAGEMENT DEPARTMENT)

Dubai First PJSC, Banking and Finance Company, February 2008 up to October 4, 2012

22nd floor, Burjuman Business Tower, Dubai, U.A.E

· Primary responsibilities are collections, customer servicing and other loss recovery activities

· Contacts delinquent, charged-off, or high-risk customers in order to secure payment and determine reason for delinquency on active loan/credit card accounts

· Handles number of calls/contact (as per department set targets) &  follow-up on customer’s commitment to pay

· Establish full balance repayment plans or settlements. Works on established list of accounts on an automated collections system

· Resolve routine billing inquiries and negotiate payment arrangements to cure delinquent accounts

· Understands and educates customers on account terms and alternate payment programs and methods

· Navigates a computerized data entry system or other relevant applications.

· Send out confirmation letters to employers to confirm employment status and establish contact with the customer

· Send collection standard letters /SMS/Emails to un-contactable customers

· Review collection to measure own effectiveness, productivity & efficiency

· Follow call process, meets targets set on flow and delinquency rates
TRAININGS AND ACHIEIVEMENTS


EDUCATION
Bachelor of Science in HRM (Hospitality Industry)

University of Perpetual Help System, Philippines

1999-2003

I hereby certify that the above information is true and correct to the best of my knowledge and belief.

Collections Champion of the year 2011 (Dubai First PJSC)


Collections Champion 4th Quarter 2011 (Dubai First PJSC)


Collections Champion 2nd Quarter 2011 (Dubai First PJSC)


Collections Champion 4th Quarter 2010 (Dubai First PJSC)


Collections Champion 3rd Quarter 2010 (Dubai First PJSC)


Anti-Money Laundering Training (Nov 2008, Dubai UAE)


Hands on Training on Collections/Risk Control System and Call Process


Best in Hospitality Service (HRM) Practicum Orientation








