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Objective: 

To pursue a highly rewarding career, seeking for a job in challenging and healthy work environment where I can utilize my skills and knowledge efficiently for organizational growth.
Capabilities:

· Ability to work under any circumstances accurately and efficiently.
· Capability to adapt into allocated job in short notice

· Plan work and manage time according to work reference.

· Willing to work long hour if service is required

· Excellent communication skills and highly self confidence

· Ability to reach and locate new information sources

· Take initiative to learn and volunteer to help supervisor
 Computer Skills:   Ms Office (Word, Excel, Power Point, Office Publisher and others) internet application. Oracle Live System, Microsoft Outlook.
Employment History:
· Human Resources Assistant

Omniyat Middle East Real Estate Developments LLC (Dubai, UAE)

December 15 ,2013-present

1. HR Assistant (Recruitment – Hiring – Evaluation – Termination)
· Provide administrative support to Human Resources department 
· Organize and responsible on keeping the privacy of the Employee 201 Files.

· Establishes recruiting requirements by studying organization plans and objectives; meeting with managers to discuss needs
· Prepare for interview such as: receive and screen resumes, make initial phone interview, make plan of interview, inform to candidates

· Schedule and organize interviews with suitable candidates through video conference or telephonic
· Communicate requirements and duties to prospective candidates 
· Arranging visa and hotel accommodation of the candidate for face to face interview.
· Maintain good relationship with all candidates, employees and corporate clients

· Keep records of candidate interviews and report them to hr  manager
· Drafting and sending offer letter, discussing details upon signing the offer.
· Sending employee joining notification and requesting for handset, sim and ipad for new employee and check their workstation.

· Welcoming and introducing new employee to the whole department.
· Prepare probationary evaluation form weeks before the end of probationary period and the end of probation letter.
· Prepare acceptance letter of resignation or termination letter.

· Prepare salary certificate and no objection certificate.

· Performing any other supporting tasks assigned by the hr manager

· Accomplishes human resources and organization mission by completing related results as needed.
· Log and monitor all incoming and outgoing documents from HR Department.

2. Visa Monitoring & Processing

· Compile and organize all the necessary documents for employee visa processing.

· Responsible for new application of work permit for new employees and renewal of old employees. 

· Prepare documents for work permit application. Paying bank guarantees and fees.
· Requisition for inside/outside visa issuance to the typing center.

· Coordinate with admin for the A-A change status flight.

· Well experienced on using EDNRD online system for visa processing.

· Monitor the validity of labour contract and residence visa from time to time.

· Prepare documents for labour application and for submission of the PRO.
· Requisition for medical fitness request (VIP, 48hrs, Normal).

· Responsible for documents for EID application or renewal.

· Prepare documents for residence visa stamping – manual or online.

· Prepare documents for labour and immigration cancellation.

· Monitor request transactions and payments for typing center.

· Monitor the usage of the E-Dirham for every transaction for Labour and Immigration.

3. Compensation and Benefits

· Draft final settlements and ensure timely completion of release & discharge formalities of separated employees.

· Prepare and process weekly annual leave report through Oracle.
· Prepare for monthly New Joiners report for payroll.
· Follow-up on incomplete details on employee joining form and ensure bank details before close of payroll report.
· Respond to employee queries on salary payments, pay slip, deductions, airfare entitlement and other payroll related issues.

· Maintain all personnel files, control issuance and remittance of files as per established procedures.
· Coordinate to insurance company for addition, deletion, amendment and medical reimbursements.

· Perform additional task when required

YCP FARMS, INC (Philippines)
February 6 ,2012-November 15, 2013 
1. HR Assistant

· Provide administrative support to Human Resources department 
· Establishes recruiting requirements by studying organization plans and objectives; meeting with managers to discuss needs
· Prepare for interview such as: receive and screen resumes, make plan of interview, inform to candidates

· Schedule and organize interviews with suitable candidates through video conference or telephonic
· Communicate requirements and duties to prospective candidates 
· Arranging visa and hotel accommodation of the candidate for face to face interview.
· Assist recruitment specialist in screening eligible candidates 

· Maintain good relationship with all candidates, employees and corporate clients

· Keep records of candidate interviews and report them to recruitment managers 

· Maintain the internal CV-s database 

· Performing any other supporting tasks assigned by the supervisor

· Accomplishes human resources and organization mission by completing related results as needed.
2. Compensation and Benefits

· Responsible for the monthly pre- payroll activities including preparation of deduction and reimbursement for all employees including permanent, consultants, temporary and seconded staff.

· Prepare and issue final settlements and ensure timely completion of release & discharge formalities of separated employees.

· Prepare leave, upon obtaining necessary approvals.

· Follow-up on incomplete timesheets, contact respective employees and ensure timesheets are completed before close of payroll deadlines.

· Ensure appropriate and timely post-payroll activities such as pay slip disbursement for site personnel and closing of inactive employees.

· Respond to employee queries on salary payments, timesheet and other payroll related issues.

· Headcount reconciliation, calculating leaves, bonuses, overtime etc. 

· Prepare various salary reports and payroll analysis when required.
· Maintain all personnel files, control issuance and remittance of files as per established procedures.
·  Log and monitor all incoming and outgoing documents from accounting Department.

· Perform additional task when required

3. Admin Assistant
· Serve as secretary to the Manager; greet visitors and answer telephone, provide information; keyboard correspondence and related matters; prepare and maintain files and records.
· Prepare general correspondences, memorandums, reports, schedules, purchase orders and other materials from rough draft, copy, marginal notes or verbal instruction.
· Answer correspondence as directed by supervisor.
· Maintain appointment calendar, schedule appointments, conferences, and meetings.
· Check and review a variety of data for accuracy, completeness and conformity to established standards and procedures.
· Requisition supplies and materials for office and office copy equipment.
· Maintain confidential information of office related information.
· Using a variety of software packages, such as Microsoft Word, Outlook, Power point, Excel, Access, etc., to produce correspondence and documents and maintain presentations, records, spreadsheets and databases;
· Attending meetings, taking minutes and keeping notes; 
· Organizing and storing paperwork, documents and computer-based information;
Education Attainment
College


: 
De La Salle University-Lipa




 Lipa City, Batangas, Philippines





Bachelor of Science in Psychology





2012
Secondary

:
Saint Bridget College




Batangas, Philippines




2008
Personal Details
Gender


:
Female

Date Of Birth

:
April 26,1992
