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SUMMARY OF QUALIFICATION

· Highly-skilled and dedicated professional with over 10 years of experience in the field of Human Resources and Office Administration.

· Well-disciplined with proven ability to manage multiple assignments efficiently under extreme pressure.

· Proficient in Microsoft Office.
· Knowledgeable in HR Systems such as ETMS, PRIME, HRMS, Oracle HRIS and MENA Pay.
· Holder of valid Qatar Driving License
WORK EXPERIENCES
Combined Group Co. for Trading & Contracting (CGC) 

HR Generalist 

May 1, 2014 - January 2016 (1 year & 8 months) 
· Handle the recruitment cycle (sourcing candidates through job portal: bayt.com, linkedin, gulf times - classified ads, screening of CVs, short-listing suitable candidates, conducting phone interviews, scheduling interviews, sending out confirmations & administering pre-employment tests as required).
· Manage recruitment email inbox.
· Supply CVs to Project Sites as per the approved staff recruitment request.
· Work closely with Hiring Managers to maximize effectiveness of recruiting process.
· Regular follow up with the respective hiring managers and candidates to ensure timeliness of recruitment process.

· Utilize the Internet for Recruitment. Attracts applicants by posting job advertisements on job sites, newsgroup & social networking sites. 
· Process the employment applications of selected candidates i.e. salary calculation, salary negotiation, preparation of employment offer.
· Ensure completion of all documentation of successful candidate as per the recruitment standards and processes.
· Keep candidates informed of the progress, next steps and provide timely feedback on their application.
· Communicate with and update HR & Administration Manager throughout all stages of the recruitment process.
· Liaise with Site Administrator on new employee information.
· Efficiently and effectively fill open positions.

· Maintain the recruitment progress report of all project sites for the weekly Management meeting.
· Maintain the file of resumes (active files, on-hold, rejected, closed files)
· Liaise with overseas recruitment agencies (mobilization of staff/laborers, visa application, airport pick-up & deployment)
· Answer enquiries from employees regarding employment opportunities.
· Order and maintain office supplies and request for the maintenance and repair of equipment.
· Provide secretarial and administrative support to Human Resources department.
· Other HR related duties as assigned by the Human Resources & Administration Manager.
Hyundai Heavy Industries Co. Ltd. (HHI) 

HR Coordinator 

February 1, 2014 - April 30, 2014 (3 months)
· Manage the process of personnel mobilization to offshore site (visa issuance, flight ticket, hotel accommodation) under the direction of Project Management Team.
· Book hotel accommodation and arrange airport pick-up of the mobilizing crews i.e. HHI staff, Vendors or Sub-Contractors.
· Arrange and coordinate safety trainings with Enertech such as T-HUET/HUET, T-BOSIET/BOSIET, Sea Survival, H2S/BA, Basic First Aid & CPR as essentially required prior joining the vessel.
· Provide the new joining crews a complete set of PPE “Personal Protective Equipment” (Helmet, Goggle, Gloves, coverall & Safety Shoes).
· Daily preparation of Manifest IN (Sign-on - Doha Port to Offshore Site) and liaison with vessel Captain, Crewing Manager and various agencies for smooth and well planned crew changes in an effective manner.
· Communicate with Port Agents/Sub-Contractors regarding the vessel name & schedule, vessel location/berth no. and boarding time of sign-on crews.
· Receive and review the personnel packages from Suppliers/Sub-Contractors  i.e. CV, passport, visa, seaman’s book, validity of training certificates, medical certificate & photo to obtain the fit to work approval from RasGas.
· Liaison with shipping agent Gulf Agency Co. (Doha port pass application, crew transportation, hotel pick-up & port drop-off), assistance at Doha Port Immigration till the sign-on crews onboard the assigned vessels.
· Daily arrangement of driver’s schedule (passport and port pass collection/delivery, guest pick-up/drop off at Airport/Heliport, Hotel, Training Center, Port Gate or HHI Office).
· Check and verify the timesheets of Vendors/Sub-Contractors which submitted by offshore admin at the end of the month for their payroll processing. 
· Maintain up-to-date database/records of all sign-on crews.
Ghanim Bin Saad Al Saad & Sons Group Holdings (GSSG)

HR Generalist - GSSG Holdings

May 1, 2012 - December 19, 2013 (1 year & 7 months)
HR Administrator - Rizon Jet Aviation (GSSG Subsidiary)

January 3, 2012 - April 30, 2012 (3 months)
· Perform all related duties pertaining to recruitment (sourcing of applicants, scheduling possible candidates for interview, performing reference/background checks and preparing employment offer/authority of engagement/labor contract/confidentiality agreement)
· Maintain employee's data base on excel Master Manpower File & MENA Pay System i.e. new hires, employee transfers, salary revisions, promotions, trainings, certificates, resignations and terminations.
· Monitor and validate employee’s daily attendance using Attendance Management Program.

· Ensure employee’s leave provisions/accruals are accurately recorded and cross-checked in the Leave Master File and MENA Pay System.

· Assisting employees who are new to Qatar by helping with car hire, accommodation and other personal matters to ensure a smooth transition.

· Schedule meetings and interviews as requested by HR Director/Manager.

· Liaison with Immigration Section the sponsorship transfer, passport, resident permit, work permit, exit permit, family visa, business-visit visa & visa cancellation.

· Respond to employee’s request in an efficient & timely manner such as salary certificate, bank account opening, air ticket encashment, cash advance/loans and liquor permit.

· Prepare probationary report and confirmation letter.
· Prepare LPO for employee’s air ticket.

· Process clearance certificates of all employees ending their services.

· Calculate and process the end of service benefits of resigned/terminated employees.

· General administration duties such as answering telephone, enquiries, emails, photocopying, faxing & filing.

· Scan paper works for electronic filing.

· Order and maintain office supplies.

Ali Bin Ali Luxury & Fashion (Watches & Jewelry)
Executive Secretary to Chief Operating Officer & Finance Manager 
June 1, 2008 - December 31, 2011 (3 years & 6 months)
· Manage and maintain the schedule of Chief Operating Officer (COO) and alert him about cancelations or new meetings.

· Provide administrative and clerical support to the Finance Manager and other Department Managers.
· Make travel arrangements for COO, Managers and Staff (business trip form, itinerary of travel, visa application, air ticket issuance, hotel booking, travel insurance and pocket expenses).
· Attend to supplier’s request for business visa, hotel booking, Al Maha service and airport pick-up during their Doha visit. 

· Prepare request for employment of new hires, check the availability of block visa for a certain nationality and follow up the offer letter from HR Head Office.

· Respond to employees’ request for company letter, passport, vacation/emergency leave, exit permit, air ticket, resident permit renewal and employment contract

· Consolidate all the required documents for employee’s sponsorship transfer & labor permit application/renewal including the desired fees.
· Maintain and update customer’s mailing list for Ramadan greetings, promotions and events.

· Encode employees’ weekly schedule in HRMS system and monitor the daily attendance including tardiness and absences.
· Sign for and distribute the DHL/FedEx/TNT/other Courier packages to concerned department.
· Validate the Invoice from Qatar Airways, FedEx and Travel Agency for billing processing in Accounts Department.
· Handle incoming and outgoing mails, packages, telephone calls, enquiries and requests. 

· Set up and maintain the confidentiality of filing system.
· Order and maintain office supplies and equipment.
· Perform other miscellaneous job-related duties as assigned.

Shopping Center Management Corporation (SM Supermalls)
HR Assistant 

May 21, 2005 - April 13, 2008 (2 years & 11 months)
· Handle all incoming and outgoing correspondence and ensure that it is delivered properly.

· Screen applicants and conduct preliminary interviews.

· Conduct new employee orientation.

· Prepare welcome note, original appointment, employment contract and Company ID of new hires. 

· Encode new hires employment contract, employee changes and separations in Oracle System.
· Encode attendance transactions in Prime Timekeeping System and update employees’ Daily Time Record.

· Monitor the Vacation/Sick Leave balances.
· Monitor probationary employment of new hires and ensure proper documentation of employees’ regularization.

· Generate attendance summary report for payroll processing and ensure it is done efficiently and error-free.

· Prepare report for payroll adjustments.

· Assist employees with other benefits such as: SSS loan, HDMF loan, BIR (tax payment), Philhealth and SM Privilege Card. 

· Maintain and update the 201 File of Rank & File, Supervisory and Officer Level.

· Prepare monthly report regarding manpower headcount, employees’ tardiness, absences, incidents/violations.

· Distribute pay slips to employees.
· Prepare certificate of employment.

· Update bulletin board notices - office orders, circular memos, job postings, new hires, birthday and news.

· Encode timekeeping forms of agency personnel in Electronic Time Monitoring System (ETMS) and print attendance summary report for the processing of the monthly payroll.
· Perform other functions that may be assigned from time to time.

House Technology Industries Pte. Ltd.
Office Staff 
September 6, 2004 - February 20, 2005 (5 months)
· Prepare original appointment/employment contract, Company ID and assignment slip for new hires.
· Monitor employees due for conversion/probationary/regularization/promotion.
· Maintain the 201 files of regular, probationary and casual employees.
· Process the clearance of end-of-contract and resigned employees.
· Generate employment certificate as requested by employees.
EDUCATIONAL ATTAINMENT

Philippine Normal University

Bachelor of Science in Mathematics for Teachers 
2000 - 2004
ACHIEVEMENT

Board for Professional Teachers

Licensure Examination for Teachers (Secondary Level)  

03 October 2004 - Passed

TRAININGS ATTENDED
Hay Methodology - Job Evaluation

Ghanim Bin Saad Al Saad & Sons Group Holdings

09-22 May 2013

HR 101 Recruitment and Selection Training Program                                             
Shopping Center Management Corporation

26-30 March 2007
ISO Awareness - Introduction to ISO 9001:2002                                                     
House Technology Industries Pte. Ltd.

18 September 2004

PERSONAL DETAILS

Gender:             Female 
Marital Status:  Single                   
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