Greetings!!!

I am extremely interested in the Human Resources / Payroll position or any which fit my qualification. Please accept this letter and attached CV for your consideration  

I have a wide combination of experience including; a selection of managerial and administrative titles held in the past, extensive customer service experience and the ability of adapting to an independent or team oriented environment, leads me to think that I would be a good candidate for the position offered.

The positions that make up my employment history and formal education have exposed me to many key facets of running and working in a healthy, prospering business environment. In return it has made me knowledgeable in areas such as retention, hiring, performance management, operations, employee relations, quality customer service and management. 
Administer the payroll management system and fully aware of the company’s payroll and compensation policies to provide consultation to managers and employees

I am a conscientious employee, with an ability to communicate with both my co-workers and customers professionally, efficiently and with a great team oriented attitude. Therefore, I will prove to be an asset to your company.  I can assure you that my work experience will help me achieve all goals expected of me.

If you would like more information or would like to arrange an interview, please contact me at your earliest convenience.

Sincerely,
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PROFILE
Business Administration major in Marketing Management and took up 18 units in MBA course at Polytechnic University of the Philippines. A strong team player, experienced trainer with excellent presentation and personal skills. A motivator who works well with others in the organization and a good listener as well as communicator who can relate to people at all levels. Energetic, determined and innovative individual. Now seeking next challenging and rewarding opportunity within a successful organization

SKILLS AND SPECIFICATION
· Knowledge of management, supervisory, leadership methods and principles.
· Knowledge of organization, operating procedures, and policies of the human resource department.

· Fair knowledge of techniques of interviewing, selecting and recruiting applicants for employment.

· Knowledge of modern office procedures and processes.

· Relevant computer software and hardware applications knowledge.

· Ability to speak, write and read the English language.

· Able to motivate individuals in achieving goals and objectives.

· Able to work alone on a broad variety of projects.

· Able to establish and maintain healthy working relationships with people in course of work.
· Able to demonstrate clear understanding of Qatar Labour Law
EDUCATION

Bachelor of Science in Business Administration

MAJOR IN MARKETING 
Adamson University

Manila, Philippines

Graduated in October 2003

Company

:

Kinnarps Project Solutions (KPS)

Job Title

:

HR Administrator






January 12, 2013 – up to present

KPS is a leading interior solution provider. We offer first-class consultancy, design, project management, and interior construction and FF&E services to public and private sector clients worldwide.

CORE FUNCTION:  The HR Administrator’s primary function is to provide day to day HR administrative support and contribute to the long-term development of the HR function.
· Provide all recruitment administration support

· Oversee the visa process, immigration application and business permits.

· Manage the new joiner process from offer letter through to joining instructions and induction

· Provide HR support and advice to employees and line managers, explaining policies and procedures in a timely and effective manner

· Assist in the development of HR policies and procedures

· Enter data into the HR system so that accurate records are maintained

· Manage the absence recording system and holiday recording system

· Provide support in investigations for disciplinary and grievance procedures

· Carry out any other reasonable ad hoc duties in order to support the HR function
· Explained employee compensation, benefits, schedules, working conditions and promotion opportunities.

· Captured key feedback from employees during exit interviews.

· Coordinated complex travel schedules, accommodations and trip logistics for candidates and executives.

· Coordinated employment offers with management and extended offers to selected candidates.

· Gathered personnel records from all employees from each department.

· Reviewed human resource paperwork for accuracy and completeness by verifying, collecting and correcting additional data.

· Reviewed and corrected job offer letters for completeness and accuracy before approving their delivery.

· Coordinated and conducted new hire pre-interviews.

· Assisted management staff in annual year-end processes and data audits.

· Administer Payroll Management System (PMS)

· Addressed and resolved general payroll-related inquires.

· Administer end of service payments.
· Prepare and process the payroll and all types of payments.
· Administer and control the quality of data entry payroll records for office staff.
· Record employee information, such as exemptions, transfers and resignations, to maintain and update payroll records. 
· Process all changes including starters, secondments, transfers, leavers and other amendments to payroll and employee data in compliance with policy and payroll requirements.
· Create a master payroll calendar and monthly processing schedules that is communicated and followed up by Finance.
· Send the payroll sheet to the Finance Department for processing.
· Analyse information received after each payroll deadline. 
· Make necessary corrections to payroll checks or reports overpayments.
· Investigate payroll claims and complaints regarding payments and deductions and coordinate necessary changes or corrections. Liaise with the Finance department as appropriate

· Assume any other responsibilities as directed by the direct supervisor
< Add 
Company

:

Qatari Investors Group
Job Title

:

HR & Admin Officer






October 2, 2011 – January 12, 2013
Qatari Investors Group has been gathering the necessary experience, professionalism and efficiency required to manage and administer any type of company. Specialize in Cement Manufacturing, Investments, Real Estate, Security Systems, Trading, Retail industries.

CORE FUNCTION:
· Creates employee records in database and responsible for accurate input of name in compliance with data standards. 
· Review employment contract submission for accuracy of classification and position information. 

· Arranges for courses, assists with career planning, handles administrative issues related to employment at the company and does the interviewing and hiring of potential new employees.
· In charge in all the forms revision and manages flowchart for the work efficiency and effectively.

· Advises contracts letter issuers in the creation and development of the contract letter of employees and insures that all employment contracts request are complete, consistent, and accurate in accordance with data records.
· Liaise the PRO to do all Manual immigration process. Monitoring and supervise all kinds of visa’s like business, work, lending and those data/blocked visas approved by Labour Department.

· In charge in online immigration (hukoomi) process such as Exit Permit, New/Renew Resident Permit, Medical Appointment, Cancellation and etc.

· Reporting direct to HR & Admin Manager for the weekly Status Report and Monthly Statistics Manpower Report to insure the security and efficiency of HR & Admin meet the standard.

· Coordinate in Payroll Department for the salary related of the employees

· Responsible in replenishment of HR & Admin revolving funds.
· Managing the leave plans of employees.
Company

:

Zublin International Qatar LLC.
Job Title

:

HR Executive





November 9, 2005 – September 29, 2011
Zublin International Qatar is one of the big companies all over the world. The company starts last 2004 in Doha Qatar in the field of General Construction. The company manpower reaches up to 4,000 employees including staff and workers. 

CORE FUNCTION: Responsible for developing and implementing an archiving system to retain and retrieve department information, including analyzing, referencing and recording all documentation, contracts, and variations in the relevant files for immediate and possible on line access. Assist in maintaining the quality and integrity of Zublin HR & Administration Department to be more convenient to use.

· Ensure the HR team promotes and maintains a high standard of HR service and delivery whilst maintaining consistency of information

· Provide advice and guidance to employees and allocated line Management on best practice HR functions within the Company

· Maintain and assist with the ongoing development and implementation of Company policies and procedures

· Support manpower planning and recruitment of administrative support staff. Identifies current and upcoming administrative staffing requirements, screens and interviews candidates to ensure skills match position requirements against a defined competency framework. Includes initial discussion on salary and providing subsequent recommendations and evaluations to relevant hiring managers

· Mobilize all new overseas and local hires into the Company

· Ensure completion of new employee progress reports during the probationary period to determine and address possible issues that could influence employment

· Facilitate internal Company transfers, locally and overseas, ensuring a smooth transition

· Prepare and issue various contract amendments as required

· Assist in investigation of and response to issues, enquiries and complaints as they arise to ensure appropriate action and resolution in line with Company discipline and grievance procedures

· Oversee Company demobilization administrative process. Complete outgoing exit interviews for all employees

· Responsible for annual internship programme. Liaise with various universities and divisions to ensure successful onboarding of interns and timely completion of relevant documentation
· Oversee the visa process, immigration application and business permits.

Company
:

Allied Banking Corporation

Job Title
:

New Accounts/Teller





June 2004 – September 2005


Job rotation as required by the bank (multi-task).
JOB DESCRIPTION :

TELLERING covered November 2004- September 2005-

I am responsible for quickly and accurately processing routine transactions that customers conduct at banks. Follow teller over and short policy. Operates teller window to serve the bank’s customers by:

· Accepting payments for all loans and accepting bills payment 

· Providing additional customer services including Cashier’s Check, Personal Money Orders, Saving Bonds, Stop Payment, and Certificates of Deposits.

· Accepting retail and/or commercial deposits, verifying cash and endorsements and giving customers receipts.
· Identifying customers and cashing checks, or referring customers to an officer for authorization to cash checks.

· Accepting saving deposits and withdrawals, verifying signatures.

· Balances Cash Daily

JOB DESCRIPTION:
NEW ACCOUNTS covered June-November 2004-
Answer customer’s question and explain available services such as deposit accounts, bonds and securities. Compile information about new accounts, enter account information into computers and file related forms or other documents. Refer customers to appropriate bank personnel in order to meet their financial needs. Collect and record customer deposits and fees, and issue receipts using computers. Investigate and correct errors upon customers' request, according to the customer’s bank records. Perform teller duties as required.

Company
:
Jireh Consulting & Contracting Services, Incorp. /JCCSI

Job Title
:
Secretary-Administrative Support



November 2003- May 2004
JOB DESCRIPTION

Performs administrative and office assistant activities for multiple supervisors. Greet visitors, handles incoming calls, arranging meeting, in charge in minutes of meeting and operates basic office equipment. Systematically arrange the letters, filing, memoranda, and other general work as Secretary.
Seminars/Training Attended

Human Resource Strategies
The Governor Suite and Residence Hotel - Doha
Conducted by: Prof. David Cherrington
January 26, 2015

Payroll Personnel Management System

KPS, Dubai

January 2013

ISO Awareness

KPS, Qatar

May – June 2013

British Safety Council of Health

KPS, Qatar

July 2013

Performance Management System (PMS)
Qatari Investors Group

December 2012

Personal Information

Sex


:
Female

Date of Birth

:
September 20, 1982

Marital Status

:
Married
