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CAREER OBJECTIVES:
To be a part of an esteemed organization that will enable me to nurture my abilities and experience in respect to my chosen career as well as to contribute and grow together with the company and its people.

POSITION DESIRED



:
HR / Admin / Recruitment Manager
EMAIL





:
jon.reyes05@gmail.com 
MOBILE NUMBER



:
0566593847
NATIONALITY




:
Filipino

EDUCATION:


	Institutions:
	Manuel L. Quezon University, Philippines

	Date:
	March 2003

	Degree obtained:
	Bachelor of Science in Computer Science


LANGUAGE SKILLS (1 = excellent, 5 = basic):

	Language
	Reading
	Speaking
	Writing

	English
	1
	1
	1

	Filipino
	1
	1
	1


OTHER SKILLS / EDUCATION:

· Human Resource (HR) Management Skills, Spear Head Training, Doha, Qatar, 12th – 15th June 2011

· Supervisory Management Skills, Spear Head Training, Doha, Qatar, 9th – 11th August 2011

· Strong and Efficient writing / correspondence skill

· Excellent Client relationship skill

· Microsoft Application:  Word / Excel / Power point / Access / Outlook Express / SAP

· System Installation:  Microsoft Windows XP / Vista / Windows 7 / MAC OSX
· PC Troubleshooting and Assembly

· Fast Typing / Encoding Skills (68 Words per minute)

· Knowledgeable in ISO 9001:2008 Quality Management Procedure and Documentation
PROFESSIONAL EXPERIENCE:

	Date:
	March 30, 2010 – present

	Location:
	Doha, Qatar

	Company:
	iproplan® Planners Co. Ltd.

	Position:
	HR Manager – 11th January 2011 – present
HR Officer – 30th March 2010 – 10th January 2011

	Description:
	Project Description
iproplan® Planners Co. Ltd. Consulting Engineers, and Architects is a Consultant firm located in West Bay Area, Palm Tower B, Doha, Qatar, and has dealt with a lot of Government Projects specifically with ASHGHAL and Qatar Petroleum.  

List of Projects Completed in Recruitment:

1. Demolish / Rebuild of Masjid (Mosque) Package E Client: PWA (Public Works Authority) / ASHGHAL

2. New Facilities for Lusail International Circuit Client: QMMF (Qatar Motor and Motorcycle Federation)

3. Supervision at QP Township Dukhan Projects Phase IX Client: Alaqaria / Qatar Petroleum
4. Doha & Rayyan Sewerage Improvements to Existing TSE Networks Client: PWA (Public Works Authority) / ASHGHAL
5. 1000mm dia. Transmission Main from IC62 to KM 83+500 near Abu Samra Client: PWA (Public Works Authority) / ASHGHAL
6. Sewerage for Various Areas in Wakrah – Package 3 Client: PWA (Public Works Authority) / ASHGHAL
7. Sewerage for Various Areas – Packages 2 Client: PWA (Public Works Authority) / ASHGHAL
8. House Connection Works at Industrial Area Client: PWA (Public Works Authority) / ASHGHAL
9. Coast Guard Station at Ras Abrouq Administration Building (Phase 1) Client: PWA (Public Works Authority) / ASHGHAL
10. Coast Guard Station at Umm Bab Administration Building and Jetty Works (Phase 2) Client: PWA (Public Works Authority) / ASHGHAL
11. 1200 Transmission Main to Al Rakhiya Farm from Doha West STW Client: PWA (Public Works Authority) / ASHGHAL
12. Administration Offices at Wadi Al Mazrouaa Zone (Jarie Al Samar) Client: PWA (Public Works Authority) / ASHGHAL
13. Garage & Labor Accommodation at Wadi Al Mazrouaa Zone (Jarie Al Samar) Client: PWA (Public Works Authority) / ASHGHAL
Job Description

Recruitment 

· Interview job applicants; review application/resume; evaluate applicant skills and make recommendations regarding applicant’s qualifications.
· Screening application forms and short-listing candidate / applicants.
· Making sure that shortlisted candidates are well conversant in using English as medium of communication in written and spoken.
· Create company strategic recruitment and selection plan.

· Communicate to recruitment agencies with regard to manpower pulling if necessary.
Quality Management / ISO 9001:2008

· Participated in establishing the HR Department Procedure during the company accreditation in ISO 9001:2008 Quality Management System
· Making sure that the HR Department complies with the quality management procedure and documentation 
· Participate in Quality Management Reviews and recommending for Management Changes in HR Department procedures for continual improvement.
· Making sure that the department has continual growth in reference to additional documentation and procedures
Administration / Employee relation

· Responsible for all human resource activities to include employment, compensation, labor relations, benefits, and training and development.

· Preparing job descriptions and person specification, writing job advertisements and decide how and where jobs will be advertised.

· Develop and maintain relationship with employment agencies, universities and other recruitment sources.

· Create company strategic training and organizational development plan to meet personal, professional, and organizational needs of company employees.

· Oversee compensation programs to ensure regulatory compliance and competitive salary levels.

· Evaluate and recommend improvements to benefit programs.

· Recommend and maintain an organizational structure and staffing levels to accomplish company goals and objectives.

· Develop and manage annual budgets for the division and perform periodic cost and productivity analysis.

· Prepare and maintain company salary structure, job documentation, and job evaluation systems.  

· Recommend and establish company policies and procedures.

· Establish and implement short- and long-range departmental goals, objectives, policies and operating procedures.

· Recommend, develop and maintain human resource database, computer software systems, and manual filing systems.

· Provide advice, assistance and follow-up on company policies, procedures, and documentation.

· Recommend, develop and schedule training and development courses,

· Issue office memorandums, office regulations, and employment offer letters.

· Impose disciplinary actions in reference to company policy and in line with the Qatar labor law.
· Conducting exit interviews and make recommendation to the top management on how the company could adjust if there is any discrepancies or mishaps from the companies end.
· Evaluate staff periodically.
· Responsible for Monitoring / Renewals / Issuance of Work Visa or Business Visa
· Responsible for Drafting / Composing Correspondences to clients

· Responsible for processing, monitoring of Project Gate pass
· Perform delegated task as per instruction of the Managing Director


	Date:
	November 10, 2008 – December 30, 2009

	Location:
	Makati City, Philippines

	Company:
	Stream Global Solutions

	Position:
	HR Officer / Administration

	Description:
	Job Description: 

· Preparing different kinds of correspondence and memo’s circulating to the offices around metro manila (Quezon City “2 sites”, & Makati City) of the HR Department

· Conducts Interview for walk-in applicants, assessing their communication skills, and evaluating the applicants’ designation whether \they will be profiled for technical or customer support.

· Facilitating examination for interview passers which includes Typing test, IQ test, and Language assessment.

· Forwarding screened applicants to account supervisors (Technical / Customer support) for final interview 

· Discussing the contract to the interview passers for employment, making sure to gather the requirements of the employee (NBI Clearance, Certificates, etc.), scheduling for medical examination, and application of bank accounts before the deployment / training.
· Filling gathered information to the database using SAP


	Date:
	April 20, 2007 – October 20, 2008

	Location:
	Makati City, Philippines

	Company:
	Convergys

	Position:
	HR Administrator

	Description:
	Job Description:

· Preparing different kinds of correspondence and memo’s circulating to the offices around Metro Manila (16 Locations) of the HR Department

· Conducts Interview for walk-in applicants, assessing their communication skills, and evaluating the applicants’ designation whether they will be profiled for technical or customer support or forwarding the applicants out of our 16 locations all around The Philippines where as it will be very convenient and fitted for the skills of the prospective employee.

· Facilitating examination for interview passers which includes Typing test, IQ test, and Language assessment.

· Forwarding screened applicants to account supervisors (Technical / Customer support) for final interview 

· Discussing the contract to the interview passers for employment, making sure to gather the requirements of the employee (NBI Clearance, Certificates, etc.), scheduling for medical examination, and application of bank accounts before the deployment / training.
· Filling gathered information to the database using SAP


	Date:
	June 2005 – February 2007

	Location:
	Makati City, Philippines

	Company:
	Sykes Asia Inc.

	Position:
	Office Administrator

	Description:
	Job Description: 

· Preparing different kinds of correspondence and memo’s circulating to the offices around Metro Manila (5 Locations) of the HR Department

· Conducts Interview for walk-in applicants, assessing their communication skills, and evaluating the applicants’ designation whether they will be profiled for technical or customer support or forwarding the applicants out of our 5 locations all around The Philippines where as it will be very convenient and fitted for the skills of the prospective employee.

· Facilitating examination for interview passers which includes Typing test, IQ test, and Language assessment.

· Forwarding screened applicants to account supervisors (Technical / Customer support) for final interview 

· Making sure to update local employees through Email “Outlook Express” with what is happening with the recruitment or HR department for job vacancies and Company Events.  And to encourage employees to refer their friend to join the company to earn money.

· Discussing the contract to the interview passers for employment, making sure to gather the requirements of the employee (NBI Clearance, Certificates, etc.), scheduling for medical examination, and application of bank accounts before the deployment / training.
· Filling gathered information to the database using SAP


	Date:
	December 10, 2004 – March 8, 2005

	Location:
	Quezon City, Philippines

	Company:
	Vision-X Incorporated

	Position:
	Customer Support Representative “Vonage Account”

	Description:
	Job Description

· Provides all information the customer needed to know about the service

· Giving out excellent customer satisfaction
· Signing up customers to avail the service.


CURRICULUM VITAE
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