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SUMMARY:
· Detail-oriented human resource professional with excellent analytical skills and broad-based experience in recruitment, employee services, benefits, HRIS and payroll administration. 
· Focused and reliable team player who approaches new challenges with a commitment to excellence and securing the long-term success of an organization. 
	
	WORK EXPERIENCE:

	2015
	HR Administrator

	
	PLACE Strata Management LLC

	
	Dubai, UAE


Duties and Responsibilities
· Performs recruitment activities, interviews, and evaluates candidates for select positions at headquarters. Maintains records related to same. 
· Conducts new employee orientations, ensure employees gain an understanding of company policies and procedure, benefits and other HR matters. 
· Administers various human resource plans and procedures for all staff; assists in the development and implementation of HR policies and procedures; prepares and maintains employee handbook and policies and procedures manual. 
· Provides administrative support which includes correspondence generation, record keeping, file maintenance and HRIS entry. 
· Administers medical insurance including enrollments and terminations. Processes required documents through insurance provider to ensure accurate record keeping. 
· Writes, revises, edits and proofreads company policies & procedures and related documents as needed. 
· Acts as liaison between employee to resolve benefit related problems and ensure effective utilization of plans and positive employee relations. 
· Performs other HR generalist duties as assigned. 
	2008 – 2015
	HR Coordinator

	
	Concordia DMCC

	
	Dubai, UAE


Duties and Responsibilities
· Serve as first point of contact for employees seeking information related to the provision of the organisation’s human resources functions. 
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	
	Oversee and participate in the activities of interviewing, selecting and
	

	
	
	recruiting employees to fill vacant positions at Company
	

	
	
	Prepare job offer letters following established procedures.
	

	
	
	Ensure  all  staff  inductions  are  completed  including  on-boarding,
	

	
	
	residence visa applications, and Emirates ID cards.
	

	
	
	Maintained confidential records and personnel files.
	

	
	
	Ensures up-to-date accuracy of all employee information within the HR
	

	
	
	department and HRIS/payroll systems.
	

	
	
	Prepare  and  maintain  standard  payroll  report,  overtime  payment,
	

	
	
	queries and conduct appropriate audit to ensure data integrity.
	

	
	
	Track employee annual leave and sick leave.
	

	
	
	Coordinate employee letter requests and other employees’ concern.
	

	
	
	Assist with the formulation, revision, implementation, and enforcement
	

	
	
	of HR policies and procedures, and forms as and when required
	

	
	
	Assist with the probation review process and annual review process
	

	
	
	Facilitate  the  administration  of  benefits  (medical  insurance,  flight
	

	
	
	ticket, etc.)
	
	

	
	
	Maintain an up to date repository of job descriptions
	

	2006 -2008
	Full Time Faculty
	Subjects Taught
	

	
	Department of Psychology
	General Psychology, Biological Psychology
	

	
	De La Salle Lipa
	Health Psychology, Filipino Psychology,
	

	
	
	
	Developmental Psychology
	


Duties and Responsibilities
· Provide instruction of psychology courses in accordance with established course outlines. 
· Participate in the development and revision of curriculum. 
· Maintain current knowledge in the subject matter areas. 
· Maintain appropriate standards of professional conduct and ethics. 
· Fulfill the professional responsibilities of a full-time faculty member including, but not limited to the following: teach all scheduled classes unless excused under provision of Board Policy; follow the department course outlines; keep accurate records of student enrollment, attendance, and progress; post and maintain scheduled office hours; participate in departmental meetings and college and/or district-wide activities and committees as assigned. 
· Handle academic counseling 
	2005 – 2006
	Psychometrician

	
	College Admissions Office

	
	De La Salle Lipa


Duties and Responsibilities
· Administer and score admission test for college level. 
· Conduct quality control and results integrity data analysis for scoring and reporting 
· Design and conduct research designed to enhance the quality of graduate management admissions and assessments. 
· Provide technical solutions to issues regarding validity studies. 
· Lead on projects in developing new assessment products. 
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	
	Provide  consultation
	to  other  departments  on  assessment  and
	

	
	
	psychometric issues.
	
	

	
	
	Maintain currency with developments in the psychometric field
	

	
	
	Hold career talks to fourth year high school students.
	

	2003 – 2005
	Part Time Faculty
	Subjects Taught
	

	
	Department of Psychology
	General Psychology, Theories of Personality
	

	
	De La Salle Lipa
	Biological Psychology, Developmental
	

	
	
	
	Psychology
	


Duties and Responsibilities
· Provide instruction of psychology courses in accordance with established course outlines. 
· Maintain current knowledge in the subject matter areas. 
· Maintain appropriate standards of professional conduct and ethics. 
· Fulfill the professional responsibilities of a part-time faculty 
	
	EDUCATIONAL BACKGROUND:

	2003
	Philippine Normal University

	
	Taft Avenue, Manila

	
	Master of Education Specialized in School Psychology

	
	(27 units completed)

	1999 – 2003
	Philippine Normal University

	
	Taft Avenue, Manila

	
	Bachelor of Science in Psychology

	
	Major in Guidance and Counseling

	
	Cum Laude


SKILLS:
Proficient in MS Word, Excel, PowerPoint, Visio, Outlook, Access
With UAE Driving License
Can join immediately
