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PROFESSIONAL EXPERIENCES 
July 2014 to November 2014
HR Administrator 

Siemens LLC – Abu Dhabi, United Arab Emirates 

First point of contact to managers and employees by providing basic front line information related to HR policies and processes 

Supports the HR functional centers (e.g. talent acquisition, compensation & benefits, business partners) with administration services 

Establish and maintain departmental and employee files, records and logs (e.g. probation notification, leave balance and annual leave ticket provision and entitlement) 

Generate, review, distribute and maintain complex HR forms, documents and reports (e.g. offer letter, employment contract, confirmation of probation, salary review, bank letter, and embassy supporting documents for visa application)

Utilizes SAP HR use, data entry and running reports and ensure that relevant and correct data is available in the local system
Feb 2008 to August 2013
Administrative Officer (Finance)
Embassy of the Republic of Singapore in Abu Dhabi 
Assist and support Mission’s representational and operational functions in the discharge of day-to-day financial administration, and the maintenance and upkeep of Mission’s budget status and accounts. 
Assist and support the Head of Chancery in the management of the imprest account by monitoring Mission’s budget allocation and utilization status.
Promptly highlight to the Head of Chancery or relevant officers any discrepancies in payments, invoices or receipts, or any possible violation of audit and/or financial guidelines and regulations. 
Ensures that payments for local staff salaries, utilities, goods and services, as well as reimbursements and recoveries are made promptly and accurately.  
Recover from the respective HBS the utility expense incurred for each staff apartment as well as the co-payment component for medical/dental expenditures incurred.  
Assist the Head of Chancery in calling for quotations and dealing with contractors, suppliers and vendors.  
Maintain Monthly and Quarterly Budget Utilization Report, Cash Payment Book, Imprest Reconciliation and Bank Reconciliation statements through the efficient use of the financial systems made available by HQ. 
Organize and facilitate events, including national and local travel itineraries and arrangements.
Responsible for general office administration and to aid the day to day support including ordering and maintaining stocks of stationery for Chancery.
Attend to any other duties assigned by Ambassador or other HBS.
Provide regular work status updates, including risks or concerns  to the Head of Chancery

Helps in preparing and printing staff contracts, letters of job offer and letter of intent for renewing contracts, no objection certificates and letters requesting for opening of bank accounts.
Follow up with staff to collect the required documents for arranging visa, residencies, booking for medicals, getting employment contracts endorsed by the required government ministries.
Monitors the expiry dates of visas and residencies of staff to make sure all required arrangements are made before the expiry dates.
Helps in finding diplomat’s housing and works on preparing their apartments before their arrival, 
Ensures that all accommodations are well-maintained by promptly responding to their request.

September 2004 to 7 Feb 2008
Admission and Registration Assistant





Abu Dhabi University, Abu Dhabi  UAE
Handles pre-registration/registration using LOGOS and advising student with graduation plans. 
Guides, direct, answer questions, and help in resolving student’s inquiries and problems. 
Provides assistance in all areas of admission and records including processing of transcripts, evaluating transfer credits, responding to questions about curriculum program. 
Answer questions about admission, registration and other general information. 
Evaluate student’s application and admission documents to determine eligibility. 
Enter data of admission application in the system and filing applications and students record information. 
Proctoring Accuplacer entrance exam.
September 1996 to July 2004
Network Computer Operator and Helpdesk Specialist
Bank of the Philippine Islands - Computer Systems Corporation     




Makati City, Philippines 
Ensure IBM C1219 & ON2 availability for all users. Report any system irregularities to the production operator and or technical support. 
Level problem resolution to ensure high availability rating of process and switches. 
Interface with branches, LAN,CO,Application Development, Telecoms (ESSD),Globe telecoms, Megalinks, Expressnet Member, Banco De Oro, Landbank and HSBC regarding processes and switches problems to ensure early resolutions. 
Properly logged all problems monitored to ensure data needed for tracking and reporting to management is available. 
In charge on online activation, monitoring & troubleshooting of the bank teller machines fias or 
PC and mainframes dumb terminals. 
Coordinate with branch officers and engineering support and services division. 
Coordinate problems with ATM vendors and branch officers. 
Provides assistance on system configuration of newly installed automated teller machines. 
Central site telecoms support during weekends and graveyard shifts. 
   
 Education Background
2007- 2008

Masters in Business Administration - pre core subjects taken




Abu Dhabi University – Abu Dhabi, UAE

1993- 1996

Bachelor of Science in Computer Science (Graduate) 
AMA Computer College - Makati City, Philippines 
1991 – 1993

Bachelor of Science in Business Administration  (units taken) 

University of Makati -   Makati City, Philippines
  
