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Ms. LISUS 

Email: lisus.275659@2freemail.com 

ASSISTANT HUMAN RES0URCES MANAGER 

June 2015 to March 2016

WESTERN HOTEL (PRE-OPENING)
ABU DHABI, UNITED ARAB EMIRATES 
HR IN-CHARGE / ASSISTANT HUMAN RESOURCES MANAGER

February 01, 2014 to May 28, 2015
OCEANIC KHORFAKKAN RESORT AND SPA (PRE-OPENING)

SHARJAH, UNITED ARAB EMIRATES
· Maintains and enhances the organization's human resources by planning, implementing, and evaluating employee relations and human resources policies and practices.
· Maintains the work structure by updating job requirements.
· Maintains organization staff by establishing a recruiting, testing, and interviewing program; counseling managers on candidate selection; conducting and analyzing exit interviews; recommending changes.

· Prepares employees for assignments by establishing and conducting orientation.

· Conducts basic training for colleagues
· Ensures planning, monitoring, and appraisal of employee work results, hearing and resolving employee grievances; counseling employees and supervisors.

· Ensures legal compliance by monitoring and implementing applicable human resource legal requirements; conducting investigations; maintaining records;

· Maintains management guidelines by preparing, updating, and recommending human resource policies and procedures.

· Maintains historical human resource records by designing a filing and retrieval system; keeping past and current records.

· Completes human resource operational requirements by scheduling and assigning employees; following up on work results, within the department.

· Maintains human resource staff by recruiting, selecting, orienting, and training employees.

· Maintains human resource staff job results by counseling and disciplining employees; planning, monitoring, and appraising job results.

· Contributes to team effort by accomplishing related results as needed.

HUMAN RESOURCES OFFICER
March 14, 2013 to January 31, 2014
OCEANIC KHORFAKKAN RESORT AND SPA (PRE-OPENING)

SHARJAH, UNITED ARAB EMIRATES
· Initiate and/ or process all the documents for recruitment and selection process including visa and on boarding of the candidate

· Create a system compiling CV’s of short listed candidates and ensure that response will be sent out as an acknowledgement for the receive applications and regret.

· Arrange and conducts initial interviews of the short listed candidates.
· Communicate with the candidates regarding the recruitment procedures and status of applications.

· Coordinates with PRO for visa processing of the candidates.

· Coordinates and informs the arrival for the accommodation arrangement, airport pick up and welcome pack and ensure that all department heads are informed.

· Conducts orientation to the new joiners

· Assist in organising local Career Fair
· Ensures that all new employees are correctly added to the payroll system – Al Bayan.
· Checks the accuracy of attendance sheets and makes sure system is updated as to salary increment, promotions, resignation and new joiners in preparation for the monthly payroll.
· Ticket bookings for new hired staff and for vacation purposes.
· Ensures that filing system is organized, maintained and up-to-date. 
· Participates in organizing staff activities.
· Checks and approves leave requests forms.
· Prepares warning letters, termination letters, memos and guidelines.

· Maintains the budget and manning updates.
HR COORDINATOR

DANAT JEBEL DHANNA RESORT and DHAFRA BEACH HOTEL
ABU DHABI, UNITED ARAB EMIRATES
February 16, 2011 to March 11, 2013 
Duties:

· Posts job vacancies in HR Smart System and subsequently tracks and shortlists applicants

· Prepares necessary documents such as employment offer letters and assists in processing and follow-up on hiring process.

· Prepares necessary documents for the CID Clearance application and visa processing.

· Prepares the Employment Contract and the recruitment expenses.

· Prepares employee status action form for new comers, promotions, resignation and termination.
· Handles addition and deletion of insurance.
· Tracks the passports and residence visas expiries.

· Checks the accuracy of attendance sheets

· Make the flight bookings for the new hires and staff going for vacation, and subsequently make the purchase request through FBM
· Ensures availability of transport to pick up new arrivals from the airport and drop off and pick up for staffs that are going for vacation.
· Prepares the welcome folder for the newly hired staff.
· Ensures that all new employees are correctly added to the payroll system – PAYTRAX.
· Ensures that filing system is organized, maintained and up-to-date. 
· Participates in organization of regular social activities, staff get together and other staff welfare activities.
· Conducts orientation for the new employees.
· Assists staff in acquiring the Emirates ID.
· Arranges staff who resigned/terminated: clearance, certificates, and other related tasks.
· Processing of standard letters for internal and external use.

· Preparing employee letters, day to day correspondence, assisting employees with their queries.

· Updates all HR related bulletin boards.
· Organizing, managing, coordinating, and directing the operations and functions of personnel
· Ensures that passports are kept safe.
· Performs whatever duties related to HR. 
· Assist with first day arrival of new team members with uniform collection, showing TMs around, taking to accommodation, introducing to departments when necessary
· To assist in the smooth and efficient running of the Human Resources Department Responsible for the security and upkeep of personnel files.

· Assist with the implementation and upkeep of employee communications.

· Handle and direct employee enquiries.

· Reply to all job applicants and maintain a database of resumes.

· Follow-up with candidates during the post-selection and pre-employment period.

· Prepare all documents required for employment before passing on to the Government Relations Officer.

· Counsel staff with their problems and concerns 

· Assist and organize the Employee Social and Sports events. 

· Participates in the preparation for employee satisfaction survey.       
HR ADMINISTRATOR

MÖVENPICK TOWER AND SUITES
Doha, Qatar
November 22, 2007 to February 12, 2011
Duties:

· Calculates recruitment charges and visa processing cost for leaving employees.

· Controls records of annual leaves and public holidays, warning letters and other related records for easy accessing.

· Ensures that all new employees are correctly added to the payroll system and keeps up to date the on-board-list.
· Ensures that the Starters and Leavers reports are up-to-date.
· Prepares necessary documents such as offer letters and visa application and assists in processing and follow-up on hiring process.
· Ensures that filing system is organized, maintained and up-to-date. 
· Participates in organization of regular social activities & other staff get together.
· Arranges staff who resigned/terminated: clearance, certificates, exit interviews and other related tasks.

· Processing of standard letters for internal and external use.

· Prepares vacation and final payment.

· Checks attendance sheets and overtime against the fingerprint report and duty roster.
· Assists Chief Accountant in processing the payroll.

· Prepares monthly HR Report as to new comers, resignations, sick leaves and overtime pay.

· Updates all HR related bulletin boards.
· Assists in recruitment and perform whatever duties related to HR. 
BRANCH OPERATIONS OFFICER / ACCOUNTING SUPERVISOR

CANTILAN BANK, INCORPORATED

Cantilan, Surigao del Sur, Philippines
October 15, 2000 to December 15, 2006
· In-charge of accounting department and acts as alternate to the Branch Manager 

· Makes sure that there’s enough fund for the day to day transaction and see to it that it is kept safe in the vault
· Checks the overall transaction of the bank

· Conducts random cash count on cash floats issued to concerned individual

· Enters journal and general ledger transactions in a daily basis
· Updates the daily trail balance and sees to it that it balances with the subsidiary ledgers.

· Prepares daily proof sheets

· Performs end of month closing of transactions and subsequently prepares the Balance Sheets to be submitted to the Board Members.

              SALES AUDITOR

              ROBINSONS SUPERMARKET

              Cebu City, Philippines

        
   May 1997 to December 1997
· Prepares daily sales reports.
· Reconciles incorrect items or void transactions.

· Checks the accuracy of cash count as to on hand compare with the cash count sheet.
· Reconciles accounts receivable from banks. Checks daily cash deposits, sees to it that total cash sales for the day is intact.

· Does merchandise inventory.

· Ensures that a company's internal policies and guidelines around sales

·  processes comply with regulatory standards.

· Uses auditing skills to review sales data and detect errors that may be due to fraud or accounting inaccuracies

  MASTERS IN BUSINESS ADMINISTRATION

  SAINT PAUL UNIVERSITY


  Surigao City Campus, Philippines 

  39 Units Earned 
  BACHELOR OF SCIENCE IN ACCOUNTANCY

  UNIVERSITY OF SAN CARLOS


  Cebu City, Philippines


  Graduated: March 1997


  SECONDARY EDUCATION


  Graduated: March 1991


  SAINT MICHAEL’S COLLEGE

  Cantilan, Surigao del Sur


  ELEMENTARY EDUCATION


  Graduated: March 1986


  SAINT MICHAEL’S COLLEGE


  Cantilan, Surigao del Sur, Philippines


Birth date
:
May 25, 1974


Religion

:
Roman Catholic


Citizenship
:
Filipino

Languages
:
English, Tagalog, Visaya

Employee of the Month – January 2014

Oceanic Khorfakkan Resort and Spa

Sharjah, UAE

Employee of the Month – July 2010


Movenpick Tower and Suites


Doha, Qatar

Cross Training with Accounts Department 

Movenpick Tower and Suites
Knowledge in Microsoft Word, Excel, PowerPoint and Publisher, Knowledge in Hits, 
Paytrax and Al Bayan (payroll system)

