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PROFILE SUMMARY
Competent, professional offering 14 years of work experience in different types of industries that holds extensive skills in Human Resources and Administrative Management. An individual that promotes highly competitive and ready to take challenges for the betterment and ensures systematic organization.
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PREVIOUS HR / ADMIN ROLES
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HR Department Startup

· Employment Law Philippines and UAE
· Negotiation& Advocacy

· HR Policies & Procedures
	· Staff Recruitment & Retention

· Payroll and Benefits

· Employee Relations& Trainings
· Alternative Dispute Resolution / Counseling 
· Benefits Administration

· HR Program/Project Management
	· Orientation & On-Boarding

· HRI Systems
· Training & Development

· Performance & Appraisals
Management

· Organizational Development
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EDUCATION 

Philippine School of Business Administration– Manila, Philippines



2013

Bachelor of Science in Accountancy - Completed

Philippine School of Business Administration– Manila, Philippines



1997 - 2001

Bachelor of Science in Accountancy – Deferred Certificate 

Ecumenical Christian College- Philippines






1993 - 1997

Central Azucarera De Tarlac Elementary School - Philippines




1985 - 1993
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CERTIFICATIONS & TRAININGS
Best Practices in HR - Blue Ocean Academy Training & Consultancy (Dubai)


Mar 26, 2016

How to compute the comprehensive Salary and Wages 




Jan  28, 2012

HR Company Rules & Policies







Feb  03, 2012

Advocacy Orientation on AEP Guidelines (Kimberly Hotel)




Nov  25, 2011

Corporate Culture – Filipino values in the workplace (In-house)



Jul    26, 2011

Leadership Development    –   In - house  Speaker





May  30, 2011

Supervisory Leadership skill Seminar  (TMX MOA)





Apr   20, 2011
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SOFT SKILLS
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       COMPUTER SKILLS
· HR System / Biometric System (Manual / Automated)
· MS Office (Word, Excel, PowerPoint, Access, Outlook)

· Adobe Photoshop CS3, Illustrator, Page Maker, Corel, In Design, PowerPoint Presenter

· AutoCAD designs both Mechanical, Architectural drawings.

· Payroll Systems / GL System /PMI-Inventory System.

· Basic IT Hardware troubleshooting.


PERSONAL DETAILS
Nationality


Filipino
Marital Status

Single

Language


Tagalog, English

Visa Status


Visit visa
Availability


Immediately


PROFESSIONAL EXPERIENCE
–Dubai, UAE
HR Admin Generalist 2014-May 2016

Engaged to help and assist local office branch in Jebel Ali, guiding the existing management of a full spectrum of HR Admin operations, systems and programs. Worked with senior management to create HR policies and procedures; recruit employees; create group benefits databases; and develop orientation, training and incentive programs. Manage day to day admin roles, as per the Admin Director advicesfor the benefit of the Company workplace issues. 

Key Results:

· Played a key role in organizing and coordinating and assisting directly to the Admin Director in order to ensure organizational effectiveness and efficiency.
· Played a key role in recruitment, including Advertisement, screening, shortlisting, testing, and evaluating.

· Manage booking system for guests, Flight / Hotel / Services.
· Serves as assistant and coordinator between the Director and staff.
· Provides general administrative and public relation officer (PRO) services in Jafza, Dubai.
· Wrote employee manual covering issues, including disciplinary procedures, code of conduct, JafzaDubai, UAEpolicy and benefits information, and preparing NOC / COE / Termination of contracts as per request.
· Maintain Company records, 201 files, trade licenses and other confidential documentsfor liaising and assessing the needs of other staff.  
· Serves as a procurement officer for all of the essential support to the Company; stationeries / Pantry items / equipment’s / documentations / maintenance /car services and other Company needs.
· Serves as coordinator for Annual Medical Checkups and other employee privileges under the Company.

· Coordinator of Company’s Insurance Card and claims of employees. 

· Take part in Admin Director / Chief Finance Officer’s request from time to time.

ABR Concur Design Technology Services –Philippines
Operations / Sales and Marketing Manager, - 2013 to 2014 

Freelance Partner

Played a key role as Manager and supports the day to day operations / sales, marketing contractor
Treasure 8, Inc. / Rotary International– Pasay Edsa Group Philippines
Executive Assistant cum Admin Head (Project base)–January 2013 – November 2013 

Played a key role as HR / Admin head and work directly to the President / CEO of the Company. 

Slickar Auto Options / Mawi& Sons – Philippines
Freelance Graphic Designer 2012 - Present
Unbridled, Inc.– Online Racing / Casinos / Gaming sports - Philippines
HR / Admin Supervisor (Company Closure) -  June 2010 to  July2012 


Played a key role as HR Admin Supervisor and assistant to the Manager, handling the entire system, such as; Recruitment and Selection / Training and Analysis Development / Compensation and Benefits / Payroll and Attendance / Personnel Administration / Employee Relation / Performance Appraisal / Research and Information.

Active Global Sourcing, Inc.- Philippines
HR Admin Generalist OIC (Resigned)  –August 2009 to  May 2010
Kalayaan Engineering, Inc.– Philippines
AutoCAD trainee –(6 months training) 2009

Ramon F. Garcia Group of Companies CPA’s– Philippines
Admin Officer cum  HR Assistant (Resigned) - 2005 to 2008


Ramon F. Garcia Group of Companies CPA’s– Philippines
Bookkeeper Secretary  - 2003 to 2005
Ramon F. Garcia Group of Companies CPA’s – Philippines
Trainee Auditor  - 2002 to 2003


REFERENCES
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Discovery Gardens, Dubai UAE








Organization








Team Player








Multi-tasking








Communicator








Analytical 











