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KEY COMPETENCIES
· Excellent coordination/communication skill 
· Keen to details and organized 
· Fast learner 
· Effective decision making and problem solving 
· Commitment to work 
· Results Oriented 
· Meeting deadlines 
· Extensive knowledge in computer applications and other telecommunication equipment such as fax, photocopier, scanner, etc. 
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EMPLOYMENT HISTORY
Al Madina Agencies & Services
January 28, 2014 - Present
Position : Recruitment Associate cum Secretary
Industry : Recruitment Agency
Job Description:
· Reporting directly to the Chairman, General Manager and assisting the Recruitment Manager in all aspects of recruitment process. 
· Scheduling, coordinating, keeping track and managing of diary and business schedules for the Chairman and Manager; maintaining of calendars, scheduling appointments, interviews, business ventures, etc. 
· Answering/screening, re-routing telephone calls (local/international) , receiving visitors, attending to inquiries by walk-in applicants, clients and prospective business partners in a professional manner. 
· Checking, monitoring, responding to emails from time to time. 
· Providing support to the daily business activities of the Department and coordinating of bookings for business travel and accommodation. 
· Providing for and facilitating the smooth operation of the recruitment through record-keeping, scheduling, handling inquiries, preparation of correspondence and other writing tasks, and performing special assignments as required. 
[image: image4.jpg]



· Maintaining effectiveness and efficiency of the office independently in the absence of the Manager. 
· Dealing with private Client's manpower request, inquiries and such through emails, correspondence and telecommunications effectively. 
· Coordinating with other labor supply agencies overseas for the requisition/supply of skilled or semi-skilled laborers from Pakistan, India, Nepal, Sri Lanka, Thailand, Indonesia, Mauritius, Philippines, etc. for the client requirements. 
· Reaching out with the Company/Client's PRO for the visa processing of the hired workers. 
· Sourcing out and initiating search through web portals/site engines/directories for details or comparative information on various list of agencies, clients and other business partnership opportunities. 
· Processing all the legal documentation with respective embassies in Abu Dhabi in relation to the recruitment procedures such as job approval & attestation, visa verification , etc depending on staff's nationality. 
· Flight booking arrangement for the candidates/ airport pick-up if requested by Clients/Agents. 
· Ensuring accommodation and food services for the arriving staff are properly coordinated. 
· Monitoring of leave schedules of deployed staff for VIP clients. 
· Ensuring issuance of invoices to Clients and payments are up-to-date. 
· Responsible for the integrity of confidential documents stored manually and electronically and readily available upon request by management. 
· Providing updates to superior/clients/partner Agencies (overseas) in a regular basis. 
· Requisitioning of office stationery and office/company provisions 
· Coordinating with couriers/postal deliveries for document transmittals and mail reception. 
· Providing appropriate trainings and information to newly hired personnel. 
· Encoding/Updating all staff’s information thru EasyHR System. 
AGR Operations Manila (Formerly ASECAsia)
September 2011- December 2013
Position : Project Coordinator/Closer
Industry: BPO
Job Description:
· Distributed tasks among other members of the team to assure completion of projects. 
· Provided administrative assistance to all coordinators and superiors in day to day activities. 
· Responsible for the quality check of ads and its sequencing position based on standards provided by the client and the company. 
· Ensured utmost quality in the books created and attained the shipping target required for the assigned project. 
· Responsible in facilitating late works activity of ads for yellow pages clients. 
· Escalated issues to book manufacturing coordinator if discrepancy / error was found to solve the issue prior to book shipping schedule. 
· Rendered multi-tasking duties in various work situations, environments and people. 
· Competently performed other related functions that may assigned from time to time. 
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SM Mercantile Stores Group Inc.
January 2010 – August 2011
Position : Human Resources Assistant
Industry: Retail/Merchandise
Job Description:
· Processed all transactions thru Oracle System , CHRIS FM Program and BIR TIN eReg (includes salary increase, encoded new hires & separated employee, effecting change in tax code and issuance of TIN thru BIR eReg Website). 
· Conducted seminar and assisted all rank and file employees, supervisors, managers and senior managers on how to use the Oracle Self Service System. 
· Responsible for the preparation of monthly human resources statistics reports. 
· In-charged in performing functions involving Labor Relations and Movements (addressed employee’s inquiries and concerns, monitored violations & cases, performance reviews, regularization, promotion, employee’s change in status, transfers, merit increase ,regularization increase, wage order increase, conducted new hire orientation and exit interview for resigned employee and issuance of COE). 
· Responsible for setting up office filing and documentation including all employee's 201 records and confidential financial documents and payroll files. 
· Ensured new personnel was provided with appropriate access to required information. 
· Properly answered, screened, re-routed telephone calls. 
· Maintained office upkeep, orderly and sanitation. 
Cypress Manufacturing Limited (Philippines Branch)   June 2009 – September 2009
Position : Data Analyst (HR Training Department)
Industry: Manufacturing
Job Description:
· Effectively and efficiently encoded all the necessary data into the system. 
· Ensured written materials and data to be keyed in Online Test are the same with the actual machines and procedures done in the Production Area. 
· Reached out managers and staff in production area to check the actual procedures. 
· Studied the system and its data contents to avoid errors and discrepancies prior to launching deadline. 
· Performed test run of the system on a daily basis. 
· Conducted reviews and research in accordance to the requirements of the system. 
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EDUCATIONAL ATTAINMENT
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	Southern Philippines
	

	Institute of Science and Technology
	2006 - 2009

	Degree in Bachelor of Science Information Technology
	

	Anabu II-A Imus, Cavite, Philippines
	

	Polytechnic University of the Philippines (PUP)
	2005 - 2006

	B.S. Computer Science
	

	Main Campus, Sta. Mesa, Manila, Philippines
	

	On-The Job Training:
	

	Digital Telecommunications Philippines Inc.
	October- December 2008

	Imus, Cavite Branch, Philippines
	


Position : Customer Service Assistant

PERSONAL DATA
Date of birth:
August 28, 1989
Age:
26
Nationality:
Filipino
Civil status:
Single
Height:
5'2
Weight:
108lbs
Religion:
Catholic
