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HR ADMINISTRATOR
Personal profile:
An individual with a substantial 3 years experience in Human Resource and extensive 4 years experience from variety areas in Administration. Having these essential attributes a  smooth running  HR & Admin service line can be formed.
SKILLS & ABILITIES: 
· Administrative
Proven written and oral communication skills, Knowledge of filing and 



updating records, solid knowhow of general office procedure, Expert 



in handling office equipment and excellent customer service orientation.
· Interpersonal
Builds relations across all areas of business by understanding and 


respecting people’s culture. Finding a common ground and delivering 


what is expected.
· Flexibility /

Adaptability

Ability to manage multiple assignments and tasks, set priorities, and 


adapt to changing conditions and work environment.
· Problem solving
Provide solutions to problem using creativity, reasoning and past 


experiences along with the available information and resources.
· Multicultural Sensitivity/

Awareness

Ability to demonstrate sensitivity and awareness to other people and 


culture
 as diversity is one of the biggest issue in the workplace.


CAREER SUMMARY:

EXEED PRECAST LLC  , ABU DHABI UAE – A National Holding Group of Company

JAN 2012 – PRESENT

Position:  promoted to HR ADMINISTRATOR

· Provides job candidates by screening, interviewing, and testing applicants and maintaining records.

· Orients new employees by providing orientation information packets; reviewing company policies; gathering with holding and other payroll information.

· Administer all pre-requisite requirements for pre-employment and renewal process such as medical test, emirates ID application, medical insurance cards etc.

· Administers all employees medical insurance; verifying and submitting workmen’s compensation.

· Responsible for booking of air tickets used mainly for employees ‘annual leaves, business trip and repatriation tickets.

· Maintains human resources records by recording new hires, transfers, terminations, changes in job classifications; tracking vacation leave and eligibility.

· Provides administrative support in the preparation of correspondence, such as salary and employment certificates.

· Provides assistance to employees’ affairs such as complains and request.

EXEED PREMIUM PLASTER LLC, ABU DHABI - A National Holding Group of Company


JAN 2010 – DEC 2011

Position:  SALES COORDINATOR CUM RECEPTIONIST CUM SECRETARY 
· Responsible for making quotations and submittals to customers

· In charge of preparing the sales invoice as per expedition of products.

· Maintains tracking of sales order.

· Giving support to the sales team and assist its members in reaching monthly target.

· Meeting and greeting visitors at all levels of seniority. Liaising with clients, suppliers and other staffs.

· Taking and screening calls, taking enquiries and handle them with courtesy.

· Providing utmost customer service.

PRECISE TRADING LLC DUBAI U.A.E.

AUG 2007 – DEC 2009

A German retail company of sub surface laser etching of high quality crystals.

Position: promoted to EXECUTIVE SECRETARY 

· Reading, monitoring and responding to daily emails, keeping track of correspondence, preparing outgoing correspondence and documents on Manager’s behalf, briefing papers and reports.

· Scheduling of meetings for the Director and General Manager.

· Taking and screening calls, taking enquiries and requests for the Manager, and handling them when appropriate.

· Arrange for the issuance of business cards.

· Prepare hotel bookings and courier.

PRECISE TRADING LLC DUBAI U.A.E.

NOV 2005 – JULY 2007
A German retail company of sub surface laser etching of high quality crystals.

Position:  SALES EXECUTIVE

· Provide customer assistance and recommendations with their purchase of products

· Conducts  briefing and orientation to captivate the attention of the customers
· Perform different sales  strategy,  for the customer  to patronize the product

 
EDUCATION
BS Accountancy  



University of Perpetual Help Rizal, Las Pinas Philippines

3rd year college - 2002


ADDITIONAL INFORMATION:

NATIONALITY:
Filipino

LANGUAGES:

Well conversant in English and Tagalog, basics in ARABIC

IT: 


Competent in the use of the full Microsoft office 
Driving License:
Holds a valid UAE driving license.   
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