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OBJECTIVE

To contribute further on the development of the esteemed organization through active participation in Company operations, in ways that will also enable me to enhance my skills and knowledge and to provide an opportunity for professional development and career growth.

SKILLS

In my experienced of extensive work exposure in my field of proficiency and expertise, I have gained a lot of knowledge, wisdom & training which helps in strengthening my professional career and in developing interpersonal discipline as well as my working traits, morals and attitudes.

A hardworking & highly attainable individual, well-rounded, flexible team player with demonstrated capacity to learn quickly & apply that knowledge effectively, with an excellent knowledge on MS Packages such as Word, Excel and PowerPoint, knowledgeable of Hysis System designed with Oracle-9i, HRMS, Basic Photoshop, MS Outlook, and Internet Access. High quality computer skills with quick accurate typing ability and data entry and office task filing.  Can easily adjust or adopt new working environment, and can communicate to people of different levels. Flexible in work and can work with or without supervision.

WORKING EXPERIENCE


PETRONAS IRAQ GARRAF LTD
Level 4, Bldg. 2

November 11, 2012 – Present
Position:  HR Assistant
· Coordinator and focal for technical manpower requirements of each Dept. which includes issuance of control no. reference, review, analyze and process of service request and service proposal, manpower services requisition & completion form, encoding of data & monitoring of budget
· Verify invoices billed by the manpower services prior to submit to Finance for payment
· Verify and monitor of leave application, sick leave, in lieu and home leave passage 
· Prepare monthly report (i.e. staff list details, attrition, newly joined, resigned to be submitted to Head office or Iraq office, VOWD, etc. and as may required by the Manager/Executive)

· Maintain and update staff personal and employment particulars in the system (i.e. newly joined staff, contract extension details, Leave Application, sick leave, in lieu, home leave passage, termination, end of contract, etc)
· Provide and support services in maintaining, managing, retrieving and compiling staff data such as leave application, home leave passage, housing documents, overtime, etc. 

· Provide administrative and support in preparation of reports, presentation materials, etc, whilst ensuring full confidentiality of relevant data and documents

· Prepare monthly cash call request

· Provide administrative support to Payroll Executive 
OVERSEAS AST CO. LLC
Al Quoz
April 22, 2012 – October 11, 2012
Position:  Secretary (Plant)
· Report directly to the Plant Manager

· Manage the day to day calendar of the PM and reminding of his daily meeting schedules and others

· Coordinator of the Plant Department

· Booking of appointments and meetings for PM & Superintendents

· Typing of any relevant documents as may require and filing of various documents

· Receive and screen calls before handling to PM and others

· Gathering of weekly reports from various section (i.e. Marine, Operations & Workshop) of the Plant Dept. and consolidate the report every end of the month for the business unit meeting requirements.

· Receive various documents and distribute properly to concerned sections.
ALPHANOOR ELECTROMECHANICAL WORKS LLC 
Al Quoz

August 24, 2004 – January 31, 2012
Position:  Secretary 
· Report directly to the General Manager and provides secretarial support to MEP Projects Director, Fire Protection Manager and Engineers (including various Site Offices)
· Managed the calendar of the General Manager and remind about the meetings and other important tasks on the day to day basis.
· Receive and screen all calls before handling to the General Manager and to other departments.
· Organized appointment schedules, meetings and interviews for the General Manager and Engineers
· Taking Dictations as may required by the GM
· Authorized Coordinator to coordinates the day to day Personnel tasks and make follows up to the HR & Personnel Department (i.e. Personnel affairs, PR affairs, HR affairs & Camp affairs).
· Be able to compose correspondence (Letters & Memos) on behalf of the GM as required.
· Receive and check of all day to day documents from various Departments, Sites & Supplier’s before handling to the GM for signature/approvals and properly distributed to the concerned departments
· Prepare Company Profile (includes editing, printing, binding), 
· Prepare Monthly Valuation Report, Payment Order, Material Requisitions for all office supplies requirement, Subcontract Agreement & others.
· Office In charge controller of all needed Office Supplies                                                       
· Set-up and maintained an excellent office filing systems for the whole MEP Division (i.e. staff & labors listings & personal files, LPO’s, MR’s & other various documents of Sites project).
· Handling of Confidential data’s of the whole MEP Division and petty cash custodian 
· Prepare Monthly Payroll for MEP Division (since Oct’10 – Jan’ 2012)
FILWAY MARKETING, INCORPORATION (Exclusive Distributor of Collier’s Encyclopedia - Philippines)
September 01, 1993 – September 30, 2003
Position:  Secretary – Production Dept.
· Reporting directly to the Production Manager 
· Prepare and Receive of Correspondences 
· Attend incoming calls for the Dept. and complaints from the Subscribers, Sales Agents, etc.
· Coordinates with sales agent (includes confirmation of orders, place of delivery, etc.) 
· Encodes the Subscriber’s order to the system

· Prepare Delivery Invoices and Withdrawal of stocks

· Scheduling of day to day deliveries nationwide

· Control and Update the daily posting of stock withdrawals to ensure the availability of goods 
· Prepare and Submit monthly report reconciliation to the Accounting Dept.

· Monitor and Update physical inventories of all Provincial Branches (stocks on hand and shipment of stocks)
· Monitor and tallies various documents of all Provincial Branches to be submitted to the EDP Dept. for their posting.

· Supervise the Delivery Staff and ensure punctuality of the delivery of goods were delivered on time to the customer
· Maintain a filing system of subscriber’s order forms & agreements and performs other duties as maybe assigned.
DE LA SALLE UNIVERSITY 
May 01, 1991 – May 30, 1993
Position:  Secretary – Center for Language Learning Department
· Provides Secretarial support to the Faculties and Students
· Attend incoming and outgoing calls & inquiries (i.e. enrollment / programs schedules, etc.)
· Petty Cash Custodian 
· Preparing of voucher receipts report to be submitted to the Accounts Dept.
· Organize and prepare reading materials for Faculties and Students
· Support the Asst. Director during interview/enrollment of the student
· Keeping track of the Faculties activity/class schedules & maintains various office records
EDUCATIONAL ATTAINMENT


Bachelor of Business Management (major in Management)

Polytechnic University of the Philippines

April 1991 - Graduated

PERSONAL INFORMATION


Nationality:

Filipino

Languages:

English & Filipino (Tagalog)

Civil Status:
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