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Career Statement
A motivated individual who takes considerable pleasure in forming lasting positive impressions with clientele. Immensely enjoys contact with others, and is driven to exceed the expectations of both customers and colleagues. Committed to continuing professional development 
Employment History
HR & Admin Officer at TRANSAFE Logistic LLC, Dubai, U.A.E

With (CHRMP) CERTIFIED HUMAN RESOURCES MANAGEMENT PROFESIONAL by ITI Institute/ Blue Ocean (American Certification Institute, USA) at Dubai, UAE
Logistic Admin Assistant at Royal Cargo, Batangas Philippines
Receptionist at El tovar Hotel Grand Canyon, Arizona U.S.A
Professional Experience
Dec. 2011 to present     HR & Admin Officer at TRANSAFE Logistic LLC Dubai,U.A.E
· Responsible for the implementation and reassuring the compliance of all employees to the company’s policies and procedures and to ensure that labour law is followed.
· Establish and upkeep the HR database and filing system; maintain a record of employee absence,annual leaves, salary administration, visa and residency documents and other records required by the law.
· Facilitate and assist during recruitment and hiring process, assist with job interview scheduling, reference checks, and completes new employee orientation
· Responsible for the control of all ISO related documents of different business units on a central level.
· Facilitate the induction program for the new staff and following up on identification of training needs and implementation of required training in coordination with department managers.
· Preparing competency matrix and compiling job description in conjunction with department managers
· Assist in the admin process including research, reports and follow-up communication as official correspondences drafting, distribution, and filing of a range of documents (meeting minutes, agendas, contracts, etc.)
· Manage and order supplies within the budget guidelines of the organization, contact database management, travel arrangements and bookings for staff and carry out other administrative functions and necessary reports.
· Responsible for the effective and efficient document control of all HR documents, in accordance with the established procedures.
· Responsible for maintenance and continual improvement of Document Control Management System as per ISO Standard. 
· Monitor the document control requirements on an ongoing basis so as to make recommendations for any improvements in the system if necessary.
· Makes sure that controlled copies of latest approved documents and forms are given to the appropriate departments, and suppliers as applicable
Dec. 2010 till Oct. 2011    Logistic Admin Assistant @ Royal Cargo, Batangas Philippines
· Receive shipments and ensure both quality and quantity
· Trace, track and expedite purchase processes

· Create and maintain contact with vendors and customers to ensure timely delivery of goods
· Interact with third party logistics service providers
· Audit freight cost and documentation
· Ensure accuracy of all inventories
· Maintain communication with warehouse staff to ensure proper working order
· Review bills, invoices and purchase orders
· Ensure all payments are processed in time
· Assist customers with inquiries
Mar. 2009 till June 2010    Receptionist at El tovar Hotel Grand Canyon Arizona U.S.A
· Greeted, registered, and assigned rooms to guests
· Answered telephonic and in-person queries related to hotel services and resolved any issues
· Processed guests’ check ins and outs
· Prepared and completed room and restaurant bills
· Assisted guests’ in storing valuables in secure deposit box
· Liaised with other departments of Hotel
· Handled payments through cash, cheks and credit cards
Education
2007-2011

Bachelor of Science in Tourism & Hospitality Management
              

Lyceum of the Philippines University Batangas

Trainings

UAE Labour Law – Conducted by ITI Institute/ Blue Ocean on 06th& 27th March, 2015 at Dubai UAE
MEDIC First Aid Training Program – Conducted by Belhasa Advanced Motorist on 20th September, 2014 at Dubai UAE

ISO 9001:2008 & ISO 39001:2012 Awareness Training – Conducted by ABSASCO International on 30th& 31st July,2013 at Dubai UAE

ISO 9001:2008 & ISO 39001:2012 Document Controller Training – Conducted by ABSASCO International on 04th& 05th August,2013 at Dubai UAE

Tourism & Hotel Hospitality Management On The Job Training – Conducted by FILIPINIANA Hotel on December-January,2009 at Calapan City, Philippines

Tourism and Hospitality Aviation Practicum – Conducted by Maritime Training Center on 08th to 12th December,2008 at Batangas City, Philippines

Personal Details
Marital Status:

Single
Birth Date:

06th May, 1988
Nationality:

Filipino
Computer Skills
Excellent knowledge of Microsoft Applications (Word, Excel, Power point & Outlook)
Reference:                   Credentials and Trainings and certificates available upon request
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