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	To seek suitable position in a well-established company that will further
	

	Objective
	utilize and enhance my knowledge and expertise.
	

	
	
	

	
	  8 commended years of experience handling different areas of
	

	Personal Profile
	consumer / retail services and operations in banking and finance arena
	

	
	  With UAE experience
	

	
	
	

	
	  With HR and Administration expertise
	

	
	  Multi-functional ability of handling large volume of transactions
	

	
	effectively
	

	
	  Proven record of reliability and responsibility. Resourceful problem solver
	

	
	  Strong analytical skill, capable of assessing condition and implementing
	


Work
Experience


HR Executive - Payroll
HR and Administration Department - Compensation & Benefits Section
AL ANSARI EXCHANGE LLC., HEAD OFFICE
October 2014 – June 30, 2015
Dubai, United Arab Emirates
Duties and Responsibilities:
1.  SALARY / OVERTIME PROCESS
· Preparing and processing timely distribution of salary, increments, overtime payment and bonuses 
· Handling payroll entries like overtime calculations, salary adjustment and accommodates inquiries regarding the same 
· Coordination and management of the entire payroll function and work together with Audit and Accounts Department in maintaining cost center. 
· Prepares credit advises for due increments, allowances and bonuses to staff 
2.  END OF SERVICE REMUNERATION
· Responsible for computing and preparing EOSB/Gratuity for resigned or terminated staff in accordance with the UAE Labor Law including dues and other entitlements, acquire approval from concerned Department Heads and submit for final settlement 
3.  PREPARATION OF CREDIT AND DEBIT ADVICE
· Adjustment for Debit or Credit Advice with the Finance and Accounts Department for cases involving changes/ amendment as a result of error posting, reversal entry, and other cases affecting the employee salary. 
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Work
Experience

4.  PROMOTIONS (BRANCH LEVEL)
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· Process application for Promotions especially for Front Office Personnel (e.g. Branch Manager/Assistant Manager, DHS/FCY Cashier) and acquire the required approvals, prepare the Personal Action Form (PAF), update the staff profile including salary adjustment and additional allowances if necessary 
5.  INCREMENTS / BONUSES

Prepares the monthly Grade Allowance Proposal list for promoted staff and
acquire the approval and update the staff salary accordingly

Prepares computation/adjustment (if necessary on a pro rata basis) credit and
debit advises in line with the company policy

Maintains confidentiality of data for appointed and promoted staff as well as
their salary, insurance & benefit details and other personal and employment
details
6.  SYSTEMATIC TASKS
· Oversee the running of the HR Operations Section 
· Prepare the section daily & monthly report and submit to the concerned staff/team on timely manners 
· Attend staff calls and answer their inquiries on timely manner 
· Performs other task as may be required by the Management 
HR Assistant
HR & Administration Department - Administration Section
AL ANSARI EXCHANGE LLC., HEAD OFFICE
December 2013 – October 2014
Dubai, United Arab Emirates
Duties and Responsibilities:
1. 201 FILES CUSTODIAN 
· Creates and maintains the personnel files of more than 2,500 employees by ensuring the following: 
· Pertinent documents concerning employment are in the personnel files 
· Contents of the personnel files are organized 
· Outgoing and incoming personnel files are kept track or controlled 
· Provides the documents or information from the personnel file or system based on the approved requests of employees. 
· Separating the resigned files from the active putting it on a box 
· Waiting for the end of service, visa and work permit cancellation 
· Ensures confidentiality of all HR information 
2.  EXPENSE CLAIMS
· Receiving of expense claim forms with original receipts as supporting attachments 
· Checking of the documents if complete and within the policy guidelines 
· Make sure to track all the received forms 
· Securing the signature of HR Manager & HOD, for verification Internal Auditor and lastly to GM Ops for approval. 
· Updating of the Master Database 
· Crediting to concerned staff’s account thru IT/payroll 
3.
HANDLING OF FLEET MANAGEMENT (100 vehicles under the company name)
· Reloading & Maintaining of Company Salik Accounts 
· Issuance, modification and sustaining the Petrol Card per each driver 
· Company car request / Vehicle Maintenance Request 
· Vehicle and Insurance registrations and renewals (new & old) 
· LPO preparation 
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Universal Teller / Marketing Assistant 5 BANCO DE ORO UNIBANK INC
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June 16, 2008 – September 8, 2013
Philippine Stock Exchange Ortigas Center, Pasig City, Philippines (02) 635-2905 to 06
Duties and Responsibilities:
· Accept retail and/or commercial deposits, loan payments, process checking and savings account withdrawals. 
· Cash checks. 
· Maintain an adequate cash drawer at all times; this includes buying and selling currency from the vault as necessary. 
· Balance cash drawer in accordance with Bank procedures and regulations including periodic batching of cashed checks. 
· Process credit card cash advances. 
· Assist in ordering, receiving, verifying, and distributing cash. 
· Answer customer inquiries and refer customers to the proper service area for issues that cannot be resolved at the teller line. 
· Providing additional products including Cashier’s Checks, Personal Money Orders. 
· Assist customers in accessing safety deposit boxes. 
· May be responsible for bank opening and/or closing. 
· Maintains the highest level of confidentiality with all information obtained. • Promotes the bank’s products and services. 
· Represent the Bank in a manner that maintains and expands positive relations with all customers, potential customers and co-workers. 
· Perform as a team member in allocating and coordinating the work flow. 
Quality Assurance Administrator TELUS INTERNATIONAL PHILIPPINES INC
November 2006 – April 2008
Discovery Suites Bldg, Ortigas Center Pasig City Philippines (02) 638-9440 local 1555
Duties and responsibilities:
· Participates in design of call monitoring formats and quality standards. 
· Performs call monitoring and provides trend data to site management team. 
· Attained goal compliance by recording calls manually and exporting calls through witness program 
· Screened and validated calls from agents on a daily basis 
· End of day reporting to clients abroad through emails 
· Providing administrative and clerical support to the members of the Quality Assurance Team. 
· Coordinates and facilitates call calibration sessions for call center staff. 
· Developing and maintaining database for tracking staff records and Quality Assurance Team publication on a weekly basis 
Service Crew/Food Attendant
PIZZA HUT PHILIPPINES INC
July 2005 – June 2006
Robinson’s Place Ermita Manila
Duties and responsibilities
· Greeter, seater, order taker, server 
· Set tables with clean linen, cutleries and glasses 
· Welcomed and escorted customers and hand menus to them 
· Took customer’s order and passed them to kitchen staffs 
· Served food and drinks or bar attendants 
· Handled money or credit cards 
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Educational
	Course:
	Bachelor of Science in Office Administration
	

	
	Major:
	Management
	

	Attainment
	
	
	

	
	Institute/University: Eulogio “Amang” Rodriguez State University
	

	
	
	

	
	Year:
	2002-2006
	


	Trainings
	Available Upon Request
	

	Attended
	
	

	
	
	


	Personal
	
	
	

	
	Nationality:
	Filipino
	

	Information
	
	
	

	
	Age:
	28
	

	
	
	
	

	
	Gender:
	Female
	

	
	Status:
	Married
	

	
	Birth Date:
	December 7, 1985
	

	
	Religion:
	Roman Catholic
	

	
	Language:
	English and Filipino
	

	
	
	
	

	
	
	
	

	
	AVAILABILITY:
	Immediate
	


	Strengths
	
	English proficient both in spoken and written communication.

	
	  Experience in exceptional customer service, administrative and

	
	
	clerical procedures

	
	  Excellent analytical and interpersonal skills

	
	  Computer   literate   –   knowledgeable   in   using   Microsoft

	
	
	Applications (WORD, EXCEL, POWERPOINT)

	
	
	Creative

	
	  Ability to plan, organize, prioritize, work independently and

	
	
	meet deadlines

	
	  Works well under pressure

	
	  Appreciation and respect for confidentiality

	
	  A highly self-motivated individual and a team player and leader

	
	  Adaptable and caring, will always seek to find solutions and to

	
	
	help where possible


I hereby certify that the information stated above are true and correct to the best of my knowledge and belief.
