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Nationality:          Filipino

DOB:                      February 13, 1985

Marital Status:     Single



CAREER SUMMARY
	Dates
	Company
	Role

	Jan 2014 to Aug 2015
	Mouchel Middle East Limited, UAE
	HR Officer

	March 2012 to Dec 2013
	Trans Middle East General Contracting LLC, UAE
	HR/Admin Executive

	August 2010 to March 2012
	German Emarati Company – BENA, UAE
	PA, Managing Director/ Sales & Marketing Administrator

	November 2008 to August 2010
	Al Ain Palace Hotel/Aloft Hotel, UAE
	Front Office Personnel

	December 2006 to October 2008
	Sutherland Global Service Inc., Philippines
	Corporate Trainer

	June 2005 to November 2006
	Advanced Contact Solutions Inc., Philippines
	Customer Service/Technical Support Representative


EDUCATION

Bachelor of Science in Computer Science (With Honors - Cum Laude), 2005
Systems Plus College Foundation, Angeles City, Philippines

WORK EXPERIENCE 
Mouchel Middle East, Abu Dhabi/Dubai, U.A.E.

Mouchel is an international infrastructure and business services Group. We help to transform and sustain essential public services. We work in partnership with public and private sector clients to improve the day-to-day lives of millions of people. Mouchel provides advisory, design, project delivery and managed services associated with infrastructure and business services across the highways and transportation, local government, emergency services, property and utilities markets across the world. We have more than 6,500 people based in the UK, Middle East and Australia, a number of offices located across the UK.
HR Officer – January 2014 to August 2015
To support Mouchel Middle East Human Resources department with day to day HR generalist work.

New joiners/Mobilization

· Draft Employment Contracts for candidates and issue finalized original version to new hires upon joining

· Schedule basic induction with Line Manager and Senior HR Advisor

· Arrange for Medical and Life Insurance enrolment, maintain tracker and update

· Coordinate with Accounts for the payroll

· Arrange local bank account opening

· Administrate the probation process
Demobilization

· Ensure all forms/letters are properly used and processes adhered to with respect to resignation/ issue termination/issue redundancy/ end contract

· Instigate and review EOS and leave pay with accounts 

· Coordinate with Admin regarding demobilization flight & handing over of company belongings.

· Coordinate with IT regarding email/ phone deactivation

· Coordinate with Finance regarding Timesheet deactivation

· Coordinate with Mobility Coordinator for the Visa/Labour/EIDA cancellation.

· Coordinate for Bank letters for EOS notification

· Coordinate with staff/Line Manager for the clearance

Employee and Data Administration
· Provide data for and prepare management information reports, maintain, archives  and develop the employee filing system and ensures that the information contained is up to date, accurate and confidential.

· Keeping and tracking employees performance appraisal records

· Prepare various letters requested by employees (employment letters, Bank letter including account opening and loan letters, Embassy letters, Immigration letters, Experience certificate etc)

· Assist Regional HR Director and Senior HR Advisor with ad hoc projects and duties when required.

· Coordinate with site office regarding HR Matters.
· Coordinate employee relations issues with Human Resources Advisor/Director to affect prompt and appropriate resolution.
· HR Information System administration, analysis of HR data and reporting including relevant Human resource statistics  as required by management 
· Any other task assigned
Trans Middle East General Contracting LLC, Abu Dhabi, U.A.E. 

Trans Middle East General Contracting LLC TMEGC in further text has been established May 5, 2009 with the registered office in Abu Dhabi to explore the business opportunities in Oil & Gas, Water & Power, Petrochemical and Fertilizer sectors.

HR/Admin Executive - March 2012 to December 2013

Recruitment and Mobilization:

· Ascertain the most appropriate employee(s) towards assigning for specific projects in view with specific project skill-set requirements (Sourcing out, Scheduling Interviews, Preparing Offer Letters and Following-up requirements for visa applications).
· Keep track of visas released and employee arrivals/joining date (Flight Details, Joining Form, Photo Capturing, Medical and Emirates ID Registration, Labor Card Application, Insurance Application and Visa Stamping, Bank Account Opening, etc.).
Human Resource Development:

· Develop and update the Employee Handbook and existing HR Policies and Procedures based from the Management recommendation and in accordance to the U.A.E. labor law.

· Develop and implement employees’ performance appraisal system (Employment Confirmation, Project Performance, Annual Appraisal)

· Develop employees’ grading system and salary structure

· Draft and finalize Job Descriptions in coordination with Department Heads.

· Develop HR/Admin related forms

· Schedule and Propose Training Plans for Employees’ development (Management Skill, Communication Training, etc.)

Database Management and Reporting:

· Process and keep track of leave applications (Passport Release, Leave Balance, Annual Benefits, Leave Salary, Air Ticket entitlement, etc.).

· Manage and update Employee database/files (soft and hard copy)

· Manage and update CV database on a regular basis for future manpower requirements 

· Prepare reports such as HR Budget, Hiring and Attrition Report, etc., whichever is required or applicable.

Office Management:
· In charge of maintenance of the Head Office (includes supervision of the office assistants)

· Keep track of office stationaries (inventory, indents, etc.)

· Manage Head Office Drivers (attendance, log books, mileage & fuel, etc.)

German Emarati   Company BENA, Abu Dhabi, U.A.E.
German Emarati Company -BENA manufactures high quality precast aerated concrete PAC in a state of the art facility in Musaffah, Abu Dhabi with a capacity of 1500 Villas per year (300m2 average area per villa), and a total investment of 100 Million Dirham.

PA to the Managing Director cum Sales & Marketing Secretary - August 2010 to March 2012
· Directly reports to the Managing Director and Sales & Marketing Manager for all Admin and Sales & Marketing-related issues

· Coordinate to all Sales Staff from the receipt of inquiries, sending quotations and technical and commercial proposals.

· Provide supports, updates and any other related requirements that may be deemed required after sales.

· Prepare and manage sales reports such Summary of Commodities being sold and delivered on a daily basis, Inquiries Received, Quotation Sent and to be Followed-up and Customer Complaints.

· Review invoices from Transporters for payment approvals.

· Facilitate administrative correspondences, oral or written whatever and whenever is deemed necessary.

· Set up and maintain paper and electronic filing system for records, correspondence and other materials.

· Organize and coordinate meetings, conferences and travel arrangements.

· Human Resource -  Recruitment (Sourcing out potential candidates, setting up interviews and sending offer letters)
· Accounts – Handling Petty Cash, Reconciling Statement of Accounts and Invoicing
Al Ain Palace Hotel and Aloft Hotel, Abu Dhabi, U.A.E.

Front Office Personnel - November 2008 to August 2010
· Deal with reservations by phone or face to face.

· Check guests in to and out of the hotel, allocate room and hand out keys.

· Prepare bills and take payments.

· Take and pass on messages to guests. 
· Deal with special request from guests (booking theater tickets, tours, storing valuables, etc.)

· Answer question about the facilities in the hotel and surrounding areas.

· Deal with complaints and problems.

· Supervise Telephone Talents 

· Liaise with different departments for any guest concern to ensure guest satisfaction at all times.

Sutherland Global Services Inc., Philippines 
A business process outsourcing (BPO) service provider with 120+ clients. Sutherland serves the Technology, Telecom, Retail, Banking & Finance, Mortgage, Government, Insurance, Travel, Transportation & Logistics, Franchise, Real Estate, and Healthcare industries. 

Corporate Trainer - December 2006 to October 2008


· Assist in program development

· Develop course materials such as training manuals, modules, procedures and course presentation

· Train new hires

· Evaluate individuals’ progress and identifies additional training needs.

· *Started as Technical Support Representative for TurboTax Tax Software and as a Mortgage Analyst for PHH Mortgage Solutions.

Advance Contact Solutions Inc., Philippines 
Advanced Contact Solutions, Inc (ACS) is a business process outsourcing (BPO) company based in the Philippines. It started as a single site, single client company with only 300 seats in 1996 to five sites with 7,000 seats. ACS is the first publicly listed call center in the Philippine Stock Exchange.[1] Its parent company is Paxys, Inc.[2] Also, ACS is an ISO 9001:2000 Quality Systems Certified. ACS is now catering services to companies in the United States, Canada, Australia, United Kingdom, and the Philippines

Customer Service/Technical Support Representative - June 2005 to November 2006
· Handle customer queries, sales, service request, payments, billing, complaints and technical troubleshooting. (Account Handled: DirecTV Satellite Provider)

LANGUAGE, COMPUTER LITERACY and TRAININGS

Language Spoken & Written:   Filipino: Native Language   English: Excellent

Computer Literacy:   Microsoft Word and Excel Specialist version 2003, PowerPoint and Outlook
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AREAS OF EXPERTISE





Human Resource Management and Administration 


Labor Law (UAE, KSA and Kuwait)


Report Generation


Database Management


Training and Development


Administration and Secretarial


Customer Service

















A dedicated professional with 10+ years combined experience in various functions and industries.





Have been in the HR function for the past 3+ years, currently working as an HR Officer -  carrying out range of administrative duties within the HR Team and helps facilitate all basic HR functions; working with both current employees and new hires; multitasks through actively participating in addressing employee matters and report generations.























