SKILLS AND QUALIFICATIONS

· Bachelor degree holder (BS in Computer / Education)
· With 8 years working experience in HR (in the UAE)
· Able to work independently with minimum supervision 
· Highly proficient with Microsoft Office
· Able to work under high pressure and meet tight deadlines
· With excellent management skills in coping with a wide range of tasks
· Organize and positive in nature

· Confident and with good judgment in handling challenging situations
· Possess a mature and professional persona with excellent interpersonal and communication skills

· Excellent organizing and planning skills

WORK EXPERIENCE

HR ASSISTANT
National Ambulance

Abu Dhabi, UAE

18 March 2012 – 17 March 2016
Duties and Responsibilities:
· On Boarding  / New Employee Orientation 
     Prepares employment contracts
Arrange and coordinates on boarding schedules

Provides orientation to newly hired staff (visa application and HR processes)

Prepares on boarding documents and welcome packs 
Ensure that all newly hires are properly documented and all HR forms are duly signed and completed
· Visa Processing 
Ensure the completion of the legalization processes and documentation of the newly hires
Coordinates with the PR Dept. the legalization processes for newly hires (Visa & Emirates ID application)

Prepares/arranges all necessary documentation needed for visa processing
· Health insurance 
· Medical examination schedules 
· EID biometrics capturing 
· Other Duties
Monitors employment contracts/contract reviews 

Prepares employment contract extension

Monitors probation period of the newly hired staff

Custodian of the annual performance reviews
Provides support in the various human resource function
Assists in the application of the UAE driving license for the newly hires

Updates employee information in the Oracle system

Ensure the records of all employees are kept up to date in their personal files
· Other Skills

Recruitment and selection 

With knowledge and familiar with payroll processes
HR OFFICER
Cebarco-WCT

Abu Dhabi, UAE
January 20, 2008 – 17 March 2012
Duties and Responsibilities: 

Ensure the completion of the legalization processes and documentation of the newly hired, reigned, terminated and absconded staff
· Visa Processing and Cancellation
Coordinates with the PR Department the legalization processes for the newly hired staff, application of entry permits, Emirates ID and Residence Visa
Facilitates the termination processes for the terminated, resigned and absconded staff
· Other Responsibilities

Acts as OIC of the HR Office in the absence of the Legal and HR Executive
Liaise with the other Coordinators the preparations needed for the on boarding of the newly hires.
· Airport pick up
· Accommodation
· Basic needs are properly arranged such as room assignment, bed, beddings, salary advances, driver, etc.
· Orientation schedules
· Medical examination and all activities needed and related to the visa processing
Any other duties as assigned by the HR and Administration Manager
Ensure the records for all employees are kept up to date in their personal files
· Prepares final settlement computation of the terminated and resigned staff
· Prepares payroll reports

Paid and unpaid leave, absences, sick leave, overtime, salary adjustments, deductions and bank applications. 

Updates daily workers absent list

Prepares and checks employees daily time record
Records all vacation, absences, sickness, overtime, allowances, salary and salary amendments

· Accommodation / Facilities 
Custodian of the tenancy/tawtheeq contracts of all rented apartments/villas
Monitors the renewal/cancellation of the tenancy contract

Coordinates with the land lord/property management the renewal/termination of lease and problems and concerns with the leased apartments/villas
Coordinates maintenance issues with the property management 
· Training and Development

Assists in the organization of training programs
Scheduling and coordinating trainings of newly hired workers. 
Acts as custodian of all training certificates

Records and files training certificates of employees. Inputs information related to training on Accelerate (HR System)
· Other Duties and Responsibilities

Prepares applications for security and vehicle passes required on site
Schedules newly hired staff and workers for induction at the Security Office
Assists the subcontractors for the application of security passes and vehicle passes
HR ASSISTANT
Human Resource Management Office 

Staff Services

De La Salle University-Dasmariñas
Philippines
Nov. 03, 1999 – 03 January 2008
Duties and Responsibilities:

I.  General Function:
In-charge of hiring and recruitment

II. Specific Functions:

Recruits and screen papers of staff applicants.
· Receives and screens all approved requests for personnel 

· Conducts initial interview

· Issues referral for psychometric exam to qualified applicants

· Schedules applicant/s for interview of the HRMO Director
· Refers the qualified applicant/s to the requesting department for final interview

· Informs applicant/s of the result of the final interview

· Conducts background investigation for candidates recommended for employment 

· Conducts orientation by providing needed information, identifying do’s and dont’s, providing reference manuals, company rules, policies and guidelines.
Other Duties and Responsibilities
· Prepares plantilla and salary scale (yearly basis)
· Prepares appointments/ contracts

· Prepares/issues temporary ID

· Prepares reports for BIR/SSS/PHILHEALTH ( for newly  hired staff)

· Schedules probationary and newly regularized employees for orientation of the Training and Development Officer
· Monitors the appointment of temporary and probationary employees
· Schedule Staff Status Board meeting/Staff Transfer and Promotions Board/deliberation of Personnel Requisition.

· Maintains 201 Files. Updating and following-up additional information from staff. Files personnel records and other correspondence

· Submits list of retirees to the Accounting Office and prepares all necessary documentation
· Scouts venue for testimonial lunch of retirees and out of the campus activities of staff

· Prepares  certificate of employment as requested by the staff

· Assists in the institutional activities of the office.

· Assists in the distribution of memos and in the dissemination of other information/communication.

· In-charge of the computerization of staff files, payroll system and other special projects (i.e. invitations, certificates for seminars)

· Assists in the all activities of the office

Clerk/Encoder
School Clinic

De La Salle University-Dasmariñas

May 25, 1999 – Oct.22, 1999 
On-the-Job Training (OJT)

Filipinas Daewoo Industries Corporation

Accounting Department

Governor’s Drive Brgy. Paliparan I Dasmariñas, Cavite

April 24, 1998 – May 22, 1998

On-the-Job Training (OJT)

Meralco Industrial Engineering Services Corporation

Equipment and Material Management Division

Cavite

July 03, 1997 – September 13, 1997

EDUCATION


Post Graduate 

Education




Graduate School of Education Arts and Sciences




De La Salle University-Dasmariñas




2001 - 2002

College


Bachelor of Science in Computer Science

De La Salle University-Dasmariñas

1995-1999

High School

Immaculate Conception Academy

Dasmariñas, Cavite

1991-1995

Elementary

Paliparan Elementary School

Paliparan II Dasmariñas, Cavite

1985-1991

TRAININGS AND SEMINAR

Techfest 2006

Seminar on Windows Vista and 2007 Office System
Rizal Ballroom, Makati Shangri
05 December 2006

English Proficiency Program for Professionals

De La Salle University-Dasmariñas 

31 May 2005

Stress Management

De La Salle University-Dasmariñas

17 March 2005

The Art of Listening

De La Salle Canlubang

16 September 2005

PERSONAL DATA

Date of Birth

May 23, 1978

Age


37 years old

Civil Status

Single

Religion


Roman Catholic

Nationality

Filipino
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