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AREAS OF EXPERTISE 
HR Coordinator/ HR Executive
Secretary/ Personal Assistant
Office Administration  
IT administration/ Software desktop support
Travel Coordinator
KEY SKILLS AND COMPETENCIES 
Employments Visa Processing and deployment procedures
Hiring applicants locally and overseas

Knowledge Of UAE Labor Law

Excellent communication skills able to liaise confidently with senior management. 

Good understanding of Director level responsibilities. 

An excellent level of attention to detail. 

Able to work independently and to tight deadlines. 

Excellent word processing, shorthand and effective minute taking.

I.T Skills 

Audio typing, word processing and shorthand experience. 

Ability to prioritise workload in a demanding team environment. 

Excellent Microsoft Office, Outlook, Lotus notes 8, Internet
Excellent in Sourcing, Hiring and online data gathering
Has a driving License valid till 2019.
Professional Experience

HR Coordinator/ Admin Officer
November 2013 – January 2016
, United Arab Emirates

· Maintain employee confidence and protect operations by keeping all information confidential

· Oversee all paper work for current and new employees

· Maintain up to date details for everyone regularly checking expiry dates and ensuring each employee has complete and up to date information

· Manage all staff attendance records

· Monitor all staff annual leave requests/ tracker/allowance/ approvals

· Maintain a good quality service and friendliness to all staff always

· Printing induction packs/ handbooks for when employees start

· Preparing all documents to DMCC for visa applications

· Prepare payroll spreadsheet each month

· Handling the medical Insurance application and records for the entire staff 
· Business card management for all the managers and directors.

· Managing office stationery – computer equipment, stands, extension cables, penpots, notebooks, batteries, lightbulbs, bin liners, washing up soap etc

· Courier and international deliveries

· Supplier rate negotiation and researching best companies to use

· Occasional travel/ meeting rooms booking   

· Maintaining kitchen/ cleaning supplies

· Manage the cleaning company staff

· New starters furniture planning & set up

· Organise office bills

· Organising licence renewal and all required company documents/ keep an exact schedule of deadlines to ensure enough time to organise

· Arranging small celebration for staff birthdays

Executive Secretary for President & Director
August 2009 – June 2013


Apparel Group
, United Arab Emirates
Responsible for providing administrative and secretarial support to the president and Director of the company which includes: scheduling appointments, coordination of meetings and receptions with the objective of providing effective and thorough secretarial support with considerable use of tact, diplomacy, discretion and judgment. Provides a high standard of outputs in the form of documentation, customer service, diary management and business travel arrangement. Mainly duties are:

· Organizing external/ internal meetings attending them and taking minutes. 

· Liaising with other staff regulatory authorities, suppliers and clients etc. 

· Responsible for answering & screening telephone calls and face to face enquiries. 

· Making appointments and arranging travel and accommodation. 

· Raising purchase orders, expense claims and arranging invoices. 

· Maintaining and enhancing the working environment of the department. 

· Carrying out routine administrative duties like photocopying and filing etc. 

· Writing, reporting and briefing papers and making presentations. 

· Dealing with incoming emails, faxes and post. 

· Producing board meeting papers, agendas, and facilities for meetings. 

· Promoting a professional image of the company. 

· Responsible for stationery acquisition including periodicals and subscriptions. 

I.T Software Support 

March 2007 − August 2009


Apparel Group
, United Arab Emirates

Provide technical support officers monitor and maintain the computer systems and networks of an organisation. Install and configure computer systems, diagnose hardware/software faults and solve technical and applications problems. Understanding how information systems are used as applying technical knowledge related to computer hardware or software. Installing and configuring computer hardware operating systems and applications. Monitoring and maintaining computer systems and networks. Talk to staff/clients through a series of actions, either face to face or over the telephone, troubleshooting system and network problems and diagnosing and solving hardware/software faults. Provide support, including procedural documentation. Follow diagrams and written instructions to repair a fault or set up a system. Support the roll-out of new applications. Set up new Users accounts and profiles. Deal with password issues. Respond within agreed time limits to call-outs. Work continuously on a task until completion. Monitor data replication and update daily status. Testing and evaluating new technology.
Store Manager
October 2004 – March 2007
Apparel Group

Maximizes store contribution through exploiting every opportunity to drive sales, reduce stock loss and maintain cost controls. Delivers the highest levels of motivation and development of team members and ensures individual and store compliance with all company regulations and procedures. Drive a highest possible standard of in-store visual impact. Ensures brand/layout guidelines are being correctly followed to deliver brand values. Initiates and promotes highest standards of instore training including weekly communication, daily de-briefs, product knowledge and on the job coaching.

Education
March 2001:
Centro Escolar University, Manila, Philippines

Certification/Diploma, B.S in Commerce major in Computer Science

Career Level

Mid Career - Over 10 years of experience

Notice Period to Work: 1 month

Personal Information

Birth Date:
December 11, 1978

Gender:

Female

Nationality:
Philippines

Marital Status:
Married
Height: 

5”3

Weight:

50 kg.

