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Career Objective


To build a long-term career in a company that would enable to apply my knowledge and experience while providing me an ample opportunity for the enhancement of my existing strength, skills, potentials capabilities. 

Career Summary 

· Efficient and reliable HR & Admin Coordinator with 6 years of experience in supporting HR Manager on recruitment, attendance and leave records as well as other administrative role.

Professional Experience

May 2012– July 2015:
Human Resources & Administrative Coordinator 

Advanced Baking Concept LLC 

Dubai Investment Park, Dubai UAE
· Directly reporting with HR Manager in necessary documents and proper paper works for recruitment, visa processing, and cancellation and ensure to follow up with PRO.
· Prepare type & review all necessary documents for employment visa processing and liaise with PRO on submission of documents in time.
· Assist the HR Manager for the applications of additional work permit quota obtain from Ministry of Labour.

· Liaise with HR Manager in hiring procedure (screening of CVs, conducting initial interview and scheduling of shortlisted candidates.)
· Place advertisements for job vacancies.

· Follow up with recruitment agencies for candidate’s documents and coordinate about the visa processing until deployment.

· Ensures that all employee and administrative database is correctly filled, update and maintain an efficient filling system. 
· Control all employee, executive and administrative records.
· Prepare all employee medical applications &occupational health cards and ensure to schedule employee accordingly.
· Prepare and issue Employment Offer letters, NOC& Employee Salary Certificates. 
· Handles day to day payroll, from collecting and reviewing time sheets, leave applications, leave settlements and salary reviews. 
· Prepare all documents require for recommendation of salary increments and appraisal.

· Act as initial contact and responsible for all payroll queries, pay slip distribution and records.
· Prepare and coordinate with HR Manager about leave payments and final settlements.

· In contact with service provider for staff transportation and other required services.
· Prepare all memorandum and circulation for HR Manager’s review.
· Prepare all documents related to renewal of company’s Trade License renewal.

· Organized company yearend events.

· Organized all training or seminars related to employee’s health and safety programs.

May 2010 – May 2012:
Human Resources and Administrative Assistant


Advanced Baking Concept LLC 


Dubai Investment Park, Dubai UAE

· Prepare all employee medical applications & health cards and ensure to schedule employee accordingly.
· Prepare all requirements in vehicle registration and liaise with insurance company for vehicle’s insurance policies.

· Prepare all company’s legal requirements for delivery food permits. 

· Liaise and update Admin Manager for all company’s tenancy contracts, ensure to coordinate with Real Estate Company before contract expiry.
· Arrange all necessary documents related for the renewal of all expired contracts and all administrative legal documents.
· Arrange business travel itinerary i.e. ticket reservations & hotel bookings for Executives.

· Arrange employee annual vacation from approval to ticket reservation.

· Serves as Employee Relation Officer that prepares all employee requirements and concerns from uniforms, room allocation and to ensure to have update in labour accommodation.

January 2009 – May 2010:
Administrative Secretary cum Receptionist
Advanced Baking Concept LLC 
Dubai Investment Park, Dubai UAE

· Manage the reception, operates multi line telephone system, screen telephone calls, take down & forward messages. 

· Exposed in handling customer inquiries about company’s profile & products. 

· Handle customer’s complain and other problem in regards to deliveries.

· Receive and dispatch mails & couriers.
August 2007 – October 2008:

Product and Customer Analyst


Red Ribbon Bakeshop Inc, part of Jolibee Food Corp.


Manila, Philippines. 

· Exposed in communicating with customer in products inquires, complains and store locations.
· Coordinate with store managers in daily orders and inventories of products and supplies.
· Arrange store weekly ordering template to the system.
· Coordinate and liaise with warehouse and logistics for scheduling of shipments for other regional commissaries and USA commissary. 
October 2006 – August 2007: Administrative & Purchasing Assistant


Lamoiyan Corporation


Manila, Philippines.

· Operate and control multi line telephone panel system.

· Screen all calls before transferring to concern person.

· Monitor and track down all outgoing international calls.

· Assist al local and foreign guests in meetings.

· Evaluate possible suppliers for accreditations.
Skills and Qualifications 
· Proficient in Microsoft Office (words excel and power point).

· Efficient in operating multi line telephone panel.
· Multi – task can work and willing to re assign in different departments.
· Independent, dependable and trustworthy. 
Training 

Certification for Human Resources Professional (CHRP)

Blue Ocean Academy , Dubai UAE
Certification
Certified Human Resources Professional (CHRP) 

by American Citification Institute (ACI) – certification on going

Educational Background
Bachelor of Science in Industrial Engineering 
Far Eastern University 

Manila, Philippines

2002 – 2006 

Personal Information

Birth date:

November 25, 1984





Nationality: 

Filipino

Marital Status:
Single

Visa Status: 
Tourist Visa 
References : Upon Request
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