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OBJECTIVE
Interested in furthering my career to a progressive firm that allows me to utilize my knowledge and skills in a fast paced challenging environment and to carry out works according to specification and relevant procedures with quality to help or promote company’s goal & objective’s.
[image: image2.jpg]



CAREER SUMMARY
More than nine (9) years experience in industrial personnel management from grass root to live plant. Experienced in administrative function, compensation, personnel information system, exposed in employee relation, man power planning, recruitment and ability to motivate, coach & mentor others and can work with wide ranging diversity & perform stretching tasks where his talents are pushed to the limit. Embrace changes and accepts constructive criticism. Promotes team works, can resolve conflicts and possesses positive working attitudes/habits towards employees & co-workers.
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EMPLOYMENT HISTORY
August 2009 – May 2015: Supervisor HRD
AL Rushaid Construction Co., Ltd. (K.S.A.)
Duties/responsibilities:

Responsible for all human resource activities to include employment, compensation, employee relation, benefits, and training and development:
· Supervision and Coordination with affiliated Travel Agencies securing advance flight booking and reservation of all personnel schedule for Vacation Leave, Midterm Leave, Exit and Repatriation. 
· Responsible for analyzing compensation data within an organization, evaluating job description to determine classification which includes salary structure. 
· Administers interview and provide action plan for employees with personal problems/issues, opted for resignation, contract completion, repatriation and termination for cause. 
· Assist and coordinates with the HR managers the hiring procedures, recruitment/screening of candidates, coordinating, in order to provide manpower needed by the company or clients. 
· Supervision and Coordination to Saudi Liaison regarding the transfer, Exit/Re-entry Visa processing. 
· Recommends, develops and schedules training and development courses. 
· Conducts general orientation for newly recruit employees – Filipino, Nepal, Indian nationalities. 
· Plans work schedule for the following day and allocates work distribution with my co-workers. 
July 2008 – July 2009: HRD Personnel Officer/Camp Administrator
Whessoe/MISCO - Mechanical Construction and Industrial Services Company (K.S.A.)
Duties/responsibilities:
· Maintain human resources database. Computer software system and manual filling system. 
· Contributed to the improvement of camp rules and regulations on daily activities. 
· Assists and coordinates legal documents of employees (Passports, Iqamas and Project ID’s renewal) 
· Receives / entertains complaints follow up of workers regarding employee relations problems. 
· Administer Testing for promotion / upgrading of employees as per site project requirement 
· Responsible in pre-departure orientation & arrival as required 
· Attends to medical requirements of all employees. 
· Coordination in preparing Manpower report, monitoring and demobilization status. 
June 2007 – June 2008: HRD Assistant - Staff
Saudi Aramco Project - Upgrade of Southern Area Oil Operation Flare System (K.S.A)
Duties/responsibilities:
· Maintains proper documentation project personnel such as, mobilization/demobilization papers. 
· Receives / entertains complaints follow up of workers regarding employee relations problems. 
· Updating and close monitoring of project site manpower request status report 
· Monitoring of issued and returned Project ID’s to prevent expirations/penalty 
· Provide information regarding  Project/Company Administrative Policies & Procedures 
· Dealing with the final settlement of employees within the company. 
· Assist in working out the compensation plan and policies. 
April 2005 – June 2007: HRD Assistant - Staff
EEI Corporation Manpower Recruitment – A YGC Company (Philippines)
Duties/responsibilities:
· Review application/resume; evaluates applicant skills and make recommendation regarding applicant qualifications 
· Facilitate Pre-Departure Orientation Seminar (PDOS) for new recruits for overseas workers 
· Maintain the completeness of documents of the employee’s in their 201 file 
· Attend and assist employee inquiries and complains 
· Input/encodes employee information in the System. 
· Assist of manpower planning and recruitments. 
· Does other related work assigned from time to time (personnel department) 
EDUCATIONAL ATTAINMENT
BACHELOR OF SECONDARY EDUCATION (2000 - 2004)
Benguet State University, Philippines
COURSES AND SEMINARS TAKEN
· Admin Function Course 
· Company rules and Regulation Seminar 
· Value of Work Seminar/Workshop 
· Hazard communication and English Course 
· Coaching and Mentoring Course 
· 5s Good Housekeeping Awareness Course 
· Fraud Policy Procedures & Code of Business Conduct & Ethics 
SPECIAL SKILL AND KNOWLEDGE
Computer literate (MS word, MS excel, Power Point, Internet/Web Search), can do both oral and written communication, hard working, adaptable, has good interpersonal skills, flexibility to any given work - eagerness to learn and develop new skills.
PERSONAL DATA
Citizenship
: Filipino
Sex
: Male
Date of Birth
: May 17, 1983
Age
: 32 years old
Marital Status
: Married
Height
: 5’ 8”
Weight
: 70 kgs.
Religion
: Roman Catholic
Language Spoken
: English, Filipino & Arabic (basic)
Interest/Hobbies
: Reading, nature tripping, net surfing, singing, playing indoors
and outdoors sports
I hereby certify that the above information is true and correct to the best of my knowledge and belief.
