                                                                                                                       
Career Objective
Seeking a challenging career where I can utilize my academic technical, my analytical knowledge, and my major experiences that could significantly contribute to the growth of the organization with hard work and dedication.

Professional Experience  
April 24 2013 - Present:         HR ASSISTANT / PRO COORDINATOR 
                                                  AL RYUM GROUP, ABU DHABI, UAE
AL RYUM GROUP COMPANIES Establishment was founded in 1990 by a team of a few engineers in Abu Dhabi, since then, it has grown to become the flagship of the regional group of companies recognized as the Al Ryum Companies. Operating under the Al Ryum banner in Abu Dhabi and ARCO in Dubai the group of companies is comprised of numerous well coordinated departments and teams working as one specializing in the Engineering, Procurement, Construction, Maintenance and Operation of Infrastructure, Landscaping works.
Responsible for
         : 

  Performing Human resources assistant/ Updating and maintaining  









the PRO database clerical support works 
Job Roles:

· Dealing with of all administrative support and processing all correspondence from the Human Resource department, processing of emirates ID application, Labour Card, Insurance Card and HR Files records of all employees.
· Preparing Weekly Report (Man power Report) all the projects.

· Prepare in coordination with the HR Office, Admin Manager and Director monthly, quarterly and year end HR Report

· Scanning of passport, labour contract, labour card and visa details and Scanning of all Education Certificates in PRO Database.

· Organize for passport and /or labour cards and medical cards to be given to staff if required in PRO’s absence.

· Tracking of entry dates of new started for visa purposes

· Ensuring all relevant documentation and information is forwarded to the PRO

· Assisting employees and manager with the day to day PRO queries.
· Coordination work inside the HR department, maintains a detailed record and updating of all Personnel files.
· Performs customer service functions by answering phone and respond to inquiries; direct calls to appropriate individuals; take and relay messages; maintain communication between sesame workshop/purchasing store department community and HR Department. 

· Perform all assigned data entry and filing (ERP system).

· Ensuring the quality, integrity and timeliness of the HR department's records and reports.
· Provide admin support to HR department as needed (processing mail, photocopies, fax documents, file maintenance, and other clerical tasks as assigned).
· Keep, maintain and update employee files that cover their basic information, legal documents, leave, accrual/usage and training records.
· Assisting Employee from Resumption Duty and Assisting to PRO for Visa Processing.

· Provides additional support to the HR team on day to day operational need.
July  05 2010 to
:
   COMPUTER TECHNICIAN CUM OFFICE CLERK
January 30 2011                       INFORMATION TECHNOLOGY OFFICE





   MUNICIPALITY GOVERNMENT OF DINALUPIHAN



   

Responsible for
:
   Responsible for the Maintenance of Computer &    

                                                      Printer, coordination and dealing with all the source 
                                                      document and  general clerical jobs
· Keeps track of received data and source documents. 

· Formatting and troubleshooting

· Installing, Repairing, Maintain, and Upgrade Desktop and Computer as well as printers.

      Networking.

· Familiar with MS-DOS, Microsoft Windows, Microsoft Word, Microsoft Office PowerPoint,

      Microsoft Excel.

· Prepares and sorts source documents, and identifies and interprets data to be entered.

· Reviews and makes necessary corrections to information entered. 

· Compiles, sorts, and verifies accuracy of data to be entered. 

· Processes various forms. 

· Assists in establishing and maintaining an effective and efficient records management

       system.

· Contributes to a team effort and accomplishes related results as required. 

· Performs general clerical duties such as typing, answering phones, etc. 

· Perform other job related duties as assigned


Organization:
Basketball Varsity


Computer Skills:

· Excellent in MS Office-MS Word, MS Excel, MS-Power Point, MS-Access.
· With Training to ERP System.
· Out Look

· Email , Internet


Academic Background
	2008- 2010:

2001-2005
s
1995-2001
	Tertiary Level – Diploma of Computer Technician
East woods International Institute of Science & Technology
Secondary Education

Pagalanggang National High School

Dinalupihan Bataan

Primary Education

Pagalanggang Elementary School
Dinalupihan Bataan





	Target Job:
	

	Target Job Location:
	U.A.E

	Target Industry:

Employment Status:
	· Human Resources Department

· Administration Department
· PRO department (assisting)
Residence Visa
Full Time



Career Level:                             Mid Career
 Notice Period to work:             One Month 

Skills   
· Have   sound   knowledge   on   Efficient   Management   and Organizational abilities
· Have good problem solving with analytical thinking and Good Leadership
· Formatting & Trouble Shooting.
· Sincere and hard working – Have the ability to complete all the works assigned on time.
· Open minded to work in complex environment and projects.
· Capable to cope-up and mingle with different kind of people and of different Nationalities
· Accurate and fast in operating all Windows based applications.


Strengths:
· Good Team Player with commitment towards achievement of goals.

· Energetic & possess good interpersonal skills.
· Positive Attitude, Self Motivated & Quick Learner


	Language
	Speaking
	Writing

	English
	Excellent
	Excellent

	Tagalog
	Excellent
	Excellent




Personal Information:
Birth Date: 


   5 May 1989
Gender: 


    Male
Nationality:


    Filipino
Marital Status:
                            Single 


To contact this candidate click this link submit request with CV No
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