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CHARACTER OBJECTIVES
· To fully enhance and developer my skills as well as to share my knowledge and capabilities to your company that may suit the qualification you are looking for. 
PROFILE SUMMARY
· Can handle multiple tasks effectively and very much flexible with time. 
· Excellent spoken and written communications skills in English. 
· Knowledge in computer. 
· Efficient, smart, reliable and hardworking. 
· Skilled. 
· Can work under pressure. 
JOB EXPIRIENCE
HUMAN RESOURCE - COORDINATOR 2015 APRIL UP TO PRESENT
Admiral Plaza Hotel & Gateway Hotel.
Al Souque Al Kabeer, Khalid Bin Walid Road.
Dubai - United Arab Emirates.
· Manning Report/ Staff requirement report every 1st week of the month must be reporting to the General Manager and director of Operations. 
· Booking.com guest review score to be updated on monthly basis and report must be sent to General Manager and Director of Operations. 
· Annual leave plan, payroll attendance/Public Holidays Update Report 
· Staff file audit to be updated, status of visa/labour/emirates and health card expiry updated. Responsible for record keeping of employees as well as formulating new methods that would greatly help in the retention of employees. Responsible in coordinating with the managers regarding the proper implementation of policies and procedures implemented by the company. 
· Helps in the consultation regarding employee related scenarios such as the turnover, attendance, changes in the work environment as well as employee incentive that could lead to the retention of the employee. 
· Performs interviews, assess performance of the employees as well as issuing appropriate disciplinary actions or recognition based on employee behavior and performance. 
P. A OF DIRECTOR OF OPERATION AND INHOUSE CAREGIVER 2011 TO FEBRAURY 2015
Lower Baguio Villa Victoria Road, Hong Kong
Position: Caregiver/Assistant Nurse of the Director/Owner
· Responsible for assisting and concern from the director/owner 
· Establishes immediate response and requests to maintain a good relationship and maintain trust and credibility. 
· Arrange on request appointments visits, travel and keep diaries up to date 
· Review report and invoices ensuring all documents and inter Organizations transfer are correct and within the plan before forwarding for director/owner signature. 
· Assessed client needs and recommended appropriate assistance. 
· Fully complied with group health and safety regulation. 
· maintaining cleanliness and orderliness in appearance. 
ACCOUNT/MARKETING EXECUTIVE 2008 TO 2010 
RML COURIER INTERNATIONAL CORPORATION 
MAKATI CITY 
· Maintain customer service at the higher level at all times 
· Communicate, coordinate and cooperate with every member of the team for the company improvement. 
· In charge for achieving overall sales target and better sales growth. 
· Provide administrative support by assisting in planning, preparing meetings and conferences. 
· Responsible in daily document and weekly for proper documentation by the management heads. 
PROCRUMENT/LOGISTIC DEPARTMENT 2006 TO 2008 ALUMINUM STEEL CO. PHILIPPINES 
· Prepares local purchase orders(LPO'S) for construction materials and office equipment, suppliers. Contact and coordinate with the suppliers to inquire prices, place order, follow up deliveries and the like. Prepares PO for supervisory approval. 
· Plan, organized, assign, supervise, direct and evaluate work performed by staff, ensuring all work is completed timely and accurately. 
· Analyzed requests for goods to determine the need and plan for purchased beneficial to company. 
· Approves the requisition of materials to be used. 
· Order the storekeepers the release of requested. 
· Prepares monthly inventory report. 
OWNER/MANAGER 
TELENETWORK COMPUTER SHOP 2004 TO 2006 MANILA PHILIPPINES 
· A self manage business which capitalizes in buying, selling computer products, internet rentals. PC, troubleshooting, repairs and services. 
· Design, implement and evaluate market research utilizing the store sales. 
· Determined market demand and evaluate sales target. 
· Responsible for the procedures on the installation, configuration, upgrading, troubleshooting and repairing applicable software , hardware. 
SECRETARY 2002 TO 2003 
SUNSHINE MARITIME DEVELOPMENT CORPORATION MAKATI PHILIPPINES 
· Assist and greet customer and maintain good quality customer service. 
· Responsible for assisting all clients/candidates. 
· Establishes immediate response to client request to maintain good working relationship and maintain trust and credibility. 
· Prepare minutes of meeting. 
· Fully responsible in checking daily logs. 
· Receiving and transferring calls, fax, filling and reporting. 
TRAINING AND SEMINARS
· BASIC SAFETY TRAINING 2010 
· BASIC LIFE SUPPORT TRAINING ADULT (CPR) CALOOCAN RED CROSS CHAPTER 
· PERSONAL SURVIVAL TECNIQUES 2010 
· FIRE PREVENTION AND FIRE FIGHTING 2010 
· ELEMENTARY FIRST AID 2010 
· QUALITY CUSTOMER SERVICE 
· ON THE JOB TRAINING 
· COMMUNITY SERVICE (FOR ELDERLY) CAL. CITY 2010 
· QA TRAINING (LABORATORY TEST AND DEVELOPMENT) 
OPERATE LABORATORY EQUIPMENT AND ENSURE GOOD QUALITY BASED ON THE DEFINED PARAMETERS. ASSIST OTHER LAB ESPECIALIST OR ENGINEERS TO MONITOR THE PREPARATIOIN OF SAMPLES. DOCUMENTATION 
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	BSC MAJOR IN BANKING AND FINANCE 1997 - 2001

	
	
	SAMPALOC MANILA PHIL.

	
	SECONDARY
	JOSE ABAD SANTOS HIGH SCHOOL

	
	
	MANILA PHIL.


