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QUALIFICATION SUMMARY

I’m competent and organized individual who able to work as part of a team and manage several priorities at any one time. Have a positive attitude, strong work ethic and a kin desire to learn and grow. In addition to my extensive retail experience, I have excellent communication skills. I always maintain a gracious and professional manner when communicating with people. I am energetic and capable of working independently. Experience has motivated me to sharpen my skills and knowledge. I have the ability to work within a team as well as cross-team. I am organized reliable and self motivated. 

My career objective is to strive for excellence high carrier growth through a continuous learning process and keep myself dynamic, visionary and competitive where I can perform my skills according to my strong calibre and efficiency.



Key Skills & Qualifications

· Proficient in MS Office, Word, Excel, PowerPoint, Outlook, CRM, ERP, Hotel Management System (WinHMS) & Networking 

· Organizational Skills, Organized & Multi-tasked, Detail Oriented, Meticulous Performer, Positive Attitude

· Ability to handle sensitive, confidential & interpersonal matters adequately

· Highly Motivated

· Marketing / Effective Communication in written, oral & through presentation

Affiliations

· Business Management Training (March 2012 – UAE)

· INTEK Sales Marketing Training (May 2012-UAE)

· Advance Excel Training (July 2012)

· Hotel Management Training 2013 - 2015

CAREER HISTORY

U.A.E WORK EXPERIENCE’S
Position
:
HR Executive / Asst. Of Vice President – LMZ Group 

Company
:
Landmark Hotels & Suites / Landmark Zenath Group
Address
:
Dubai, United Arab Emirates

Duration
:
October 6, 2012 to Present

Duties and Responsibilities:

· Updating Trade Licenses of all Landmark Hotels, LMZ Cusines & Zenath Real Estates
· Process and keep track of leave Applications, Passport Release, Leave Balance, Annual Benefits, Final Settlement, Air Ticket entitlement and etc. 
· Making Offer of Appointment Letter to all selected candidates
· Coordinating with all the HR team, GM’s. HR Manager for the selected applicant
· Maintenance of Attendance System & Preparing monthly payroll for the hotels in WPS & excel
· Updating to GM-HR & Corporate Affairs for the hotel comparison report daily
· Before I transfer at Corporate, I am assisting 155 staffs under Landmark Hotel – Baniyas & Landmark Plaza Hotel for more than 2.5 years.
· Assisting and coordinating for visa processing, existing visa renewals, cancellations and health cards of the staff.
· Handling employee relations, staffing and employment records 
· Coordinating with the selection panel, induction program, joining formalities, workstation requirements, etc.
· Coordinating with travel agency under contract with us for booking the airline tickets of our staffs
· Attending to routine administrative paper work and screen incoming mails and telephone calls, action response, re-direct correspondence and collate to the appropriate person obtaining additional information when necessary. 
· Reviews, updates and maintains proper filing of insurance policy, HR handbook, company doctors list, performance appraisal form
Position & Duration:
Expediter – Logistics (Promotion from Secretary/Customer Service)



January 14, 2012 to September 4, 2012



Secretary / Customer Service (MBEE – Abu Dhabi)



June 11, 2011 to January 12, 2012

Company
:
Mohammed Binghalib Energy Enterprises LLC (MBEE)

                        

Supplier of Instrumental at Oil and Gas Company

:
SERVTECH Technical Services (Calibration Department)
Address
:
Abu Dhabi & Dubai, United Arab Emirates

Duties and Responsibilities as Expediter-Logistics:

· Updates the status of Purchase Orders (PO) and deliveries through ERP/SAP Software
· Expediting to our suppliers like CAMERON & FLOWSERVE. As well to our clients like TAKREER, ADCO, ZADCO, ADGAS, ADMA-OPCO & some other respective company.
· Prepare Invoice through Sugar CRM Software and forward to Accounts Department for payment
· Responsible for Order Acknowledgement and other correspondence through phone and e-mail to suppliers based in U.K, Europe and U.S
Duties and Responsibilities as Secretary/Customer Service Executive:

· Using a variety software packages such as Microsoft Word, Outlook, PowerPoint, Excel to produce correspondences and documents to maintain presentation, records, spreadsheets and data bases.  

· Update SAP / Enterprise Resource Planning (ERP) Software and Log Book.

· Prepare Quotation, Enquiry and Contract Review for qualified clients.

· Responsible for incoming and outgoing phone and mail correspondence.
· Preparing Regret Letters, Bank Guarantee, Debit Note and Bill of Entry, Order Acknowledgement and other communication correspondences required
LOCALWORK EXPERIENCE’S
Position
:
Archive Clerk (Secretary)
Duration
:
August 2009 – May 2011

Company
:
First Northway Development and Construction Corporation
Address
:
Candon, Ilocos Sur, Philippines

Duties and Responsibilities:

· Organizing and maintaining paper and electronic files, managing projects, conducting researches.

· Disseminate information by using phone, mail services, websites and e-mail.

· Compose correspondence; Create presentations and reports using desktop publishing software. 

· Negotiating with vendors, maintain and examined leased equipments. 

Position
:
Archive Clerk (Office Assistant)
Duration
:
December 2009 – June 2009

Company
:
Provincial Capitol
Address
:
Vigan City, Philippines

Duties and Responsibilities:

· Organizes work by reading and routing correspondences 

· Make preparations for Band Council and committee meetings. 

· Receive, direct and relay telephone messages and fax messages 

· Type confidential documents in a word processing system

Position
:
Sales Associate / Cashier
Duration
:
May 2008 – October 2009

Company
:
Blues Brothers Inc.

Address
:
Vigan City, Philippines

Duties and Responsibilities:

· Provides prompt, courteous customer service.

· Rings up all sales on cash register, properly and accurately handle money, checks and other types of payment received for products sold.



Educational Background

DEGREE
· Bachelor of Science in Computer Science, 2 yrs

Year 2005

· Bachelor of Science in Criminology,
3 yrs

Year 2008

UNIVERSITY
University of Northern Philippines
Vigan City, Ilocos Sur
Philippines
Personal Information

Age

:
25y/o
Date of Birth
:
 01-03-1990

Height

:
5’6”

Nationality
:
 Filipino

Visa Status
:
 Employment Visa
(Under Immigration)
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