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CV NO: 1526700
BJECTIVE: To effectively practice and share my acquired knowledge and skills, 
                  creative talents and commitment to excellence in your institution.

Work Experience
COMPANY NAME: EFS Facilities Services (Abu Dhabi, UAE)

POSITION
: Recruitment Assistant/HR Officer
DATE

: October 2012 to Present

JOB DESCRIPTION:


· Planning Manpower requirements in consultation with heads of departments

· Coordination with HR, Operations & Finance to finalize the budget for Manpower requirements

· Source CVs thru Advertising, Contact with manpower suppliers &search in recruitment portals

· Scrutiny and shortlisting of CVs in coordination with department heads

· Liaise with department heads to schedule interviews 
· Checks legal compliance, Offer negotiation &Offer issuance for selected candidates

· Coordinate with candidate and PR department to ensure the timely visa process and mobilization

· Assist in onboard process by arranging tickets, uniforms & amenities 

· Initiating personnel file & updating the HR system (JD Edwards)
· Responsible for insurance issuance of basic category
· Assisting in the payroll process for timesheet segregation and updating absence/leave records

· Updating leave records, prepare leave settlements and coordinating with finance for timely payment

· Coordination with project admin & PR for the clearance, closed timesheets &visa cancellation in order to finalize and prepare the final settlement for leavers.
COMPANY NAME : Diosdado MacapagalInertnational Airport 



           (Airport Operations Department)

POSITION:
           Airport Attendant/Passenger Service Associate
DATE:

           December 08, 2008 to April 2011

JOB DESCRIPTION:


· Assist customers before and after a flight.

· Answer customer inquiries on the phone and in person.

· Assist the passengers with special needs and perform a number of other customer service-related functions. 

· Inform clients of essential travel information, such as travel times, transportation connections, and medical and visa requirements
· Provide boarding or disembarking assistance to passengers needing special assistance.

· Announce arrival and departure information, using public address systems. 
On The Job Training

Diosdado Macapagal International Airport


(Terminal Operations Department)

Educational Attainment

*Tertiary



Bachelor of Science in Business Administration


Major in Tourism


Holy Angel University

Sto. Rosario St. Angeles City Pampanga
2004- 2008

SEMINARS ATTENDED

• Airport Capacity Analysis Seminar

  DMIA IPT Conference Room

  February 07, 2008


•Seminar on Basic Tour Packaging and Planning
Holy Angel University
January 24, 2007

• Conducted a seminar: 12th Regional Congress
“Philippine Tourism: Triumphant in the 21st Century”
Century Resort Hotel, Balibago Angeles City
September 18, 2006


• APEX (Apprenticeship by Experience Program, covering hotel operations, and services, vessel familiarization and Basic Safety on Board in Super ferry 1)
March 5-6, 2006

• 10th Regional Congress
“Philippine Tourism: Facing New Challenges”
Century Resort Hotel, Balibago Angeles City
September 23, 2005

• Self Concept Seminar

Holy Angel University

June 22, 2005

PERSONAL BACKGROUND

Date of Birth

:
July 11, 1987

Sex


:
Female

Age


:
28
Civil Status

:
Single

Citizenship

:
Filipino
AFFILIATION


• Member, LTSP ( League of Tourism Students of the Philippines)
Holy Angel University
June 21, 2007- June 30 2008


• Travel Guild Organization


Holy Angel University


2006-2007
SKILLS

• Computer Literate (Ms Word, PowerPoint, Excel)

• Macros Fidelio
• ABACUS Reservation system
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