
	MARK


	                                 Personal Information:
  Date of Birth: April 13, 1986                                            Nationality: Filipino
  Age: 30 years old                                                            Religion: Roman Catholic 
  Height/Weight:  5’6”/ 65Kg.                                           Language: English and Tagalog
  Availability: immediately(on notice period)               
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Expertise: RECRUITMENT/ADMIN ASSISTANT/OFFICER/HR COORDINATOR/SECRETARY
Mark is polite and professional with excellent time management skills. He has a flexible positive approach to everything he does and is able to work effectively on his own and as part of a team; he can utilize his knowledge from his acquired experienced. He has good organizational skills. Possessing the ability and confidence to contribute to the smooth running of a company.
SYNOPSIS
Self-motivated, eager and goal-driven professional having 8+years total experience in the field of Recruitment, Human Resources and Administration. 
Has work experience with Abu Dhabi as a Recruitment Assistant from December 16, 2015 to May 01, 2016, 2.7 years in Care Professional Services (CPS) - Abu Dhabi, UAE as Recruitment & Admin. Assistant, 2 years’ experience in CARREFOUR - Saudi Arabia as HR Coordinator cum GM Secretary, and has more than 3+ years’ experience in the Philippines as HR Clerk and Recruitment Assistant. 
CORE COMPETENCIES:

· >Recruitment                                        > Secretarial work                          
· > Administrative Support                    > Very Good Computer Skills
             > Excellent Communication Skills

CAREER SNAP SHOT


Dec. 16, 2015 - May 01, 2016

May 19, 2013 - Dec. 15, 2016 
Nov. 13 2010-Nov. 30 2012
Recruitment Assistant
Abu Dhabi 

Recruitment & Admin. Assistant

Care Professional Services (CPS) Abu Dhabi, U.A.E.
HR Coordinator cum GM Secretary

MAF Carrefour Hypermarkets, LLC. , Riyadh, KSA
May 05, 2009-Aug.10, 2010
HR Recruitment Assistant
Market! Market! Valueshop, Inc. , Fort Bonifacio, Global City, Taguig, Philippines
Dec. 07, 2007-Apr.25, 2009
May 02, 2007–Nov. 25, 2007
HR Admin Asst/Data Entry Clerk
Market! Market! Valueshop, Inc. , Fort Bonifacio, Global City, Taguig
Personnel (HR) Assistant/Data Entry Clerk
Siargao Electric Cooperative, Inc (SIARELCO) – Surigao del Norte, Philippines
CAREER HISTORY

Recruitment Assistant
Abu Dhabi 

December 16, 2015 to May 01, 2016 
(Short Term Contract)
Duties & Responsibilities: 

· Providing professional Recruitment Support and Administration function to the whole team; processing all recruitment-related administration within agreed timescales.
· Dealing with Pre-Employment and Post-Employment processing of documents.
· Photocopying and receiving and sending emails, fax, etc.

· Receiving and making calls to candidates, agencies, colleagues, superiors, etc.

· Maintaining confidentiality of sensitive information.

· Planning, organizing and prioritizing work independently and meet deadlines.

· Using & Updating TAKREER SAP system (Candidates/New Joiners employment/mobilization/activities).
· Pre-employment Activities:

· Arranging interview dates of the shortlisted candidates.

· Collecting documents of the shortlisted candidates for face to face interview for their visa and hotel arrangements (outside UAE candidates).

· Directly communicating with the candidates or through agency to expedite the required documents.

· Mobilization:
· Collecting required documents of the selected candidates to start the pre-employment processing Like: TAWTEEN approval, Security Clearance approval, management case and approval, employment visa processing and ticket arrangement.
· Making memos for transit Visa, employment visa, air-tickets, cash advance, etc.

· Following-up with the concerned department regarding the visas and tickets of the candidates.

· Post-Employment activities:
· Verifying/cross checking of the original documents of the new employees.

· Applying Health Insurance of the new employees.
· Applying Temporary and Permanent Security Pass.

· Sending new employee to ADNOC clinic for pre-employment medical check-up.

· Preparing memo for ADNOC pre-employment medical check-up.

· Preparing memo and spreadsheet of the attestation (attested education certificates) and pre-medical expenses (from their home countries) reimbursement of the new employees.
Recruitment & Admin. Assistant

Care Professional Services (CPS) 
Abu Dhabi, U.A.E.
May 19, 2013 to December 15, 2015
Care Professional Services (CPS) placement was born out of the vision of providing a quality service for human resources allocation services and meeting employers' demands for better recruiting solutions. CPS is a recruitment agency, a Manpower Supply for Oil and Gas Services.
Duties & Responsibilities: 

· Dealing with Oil & Gas Companies (ADNOC Group such as TAKREER, ADMA OPCO, GASCO, NDC, et. al.),Fertilizers (QAFCO in Doha, Qatar), Petrochemical Co., Hotels, Construction, Accounting & Auditing, Recruitment Agencies (Over Seas) and other Companies by Short listing Suitable Candidates.
· Dealing with the recruitment of HAAD Registered Nurses for a Health Care Company (local & Overseas).
· Dealing with the recruitment of candidates for Royal Catering Services (local & Overseas).
· Attends to walk-in applicants & does pre-screening interviews & recommends to Manager.

· Preparing & submitting Employment Projects (Oil & Gas Manpower Supply).

· Preparing Projects Cover Letters, Job Quotations and CVs on the Company's Logo.

· Checks E-mails for candidates CVs & classifies according to positions/professions.

· Screens and sources CVs for identified vacancies for specific Clients.

· Responsible for the submission of CVs of candidates to Clients.

· Follow Up the Hiring Process.
· Has quit knowledge in TENDER.
· Administrative duties and responsibilities + Advertising in the Local Newspaper.
· Dealing incoming telephone calls in order to provide assistance or refer call to appropriate staff member;
· Sending faxes & distribute the incoming faxes to the concerned staff;

· Filing papers, and any documents of employees; archiving.
· Making phone calls to the shortlisted candidates for an interview with our clients;

· Maintaining good relation and communication with the colleagues;
· Dealing with Khaleej Times newspaper to put an Ad for specific posts.
· Dealing other office works.
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HR Coordinator cum GM Secretary


MAF Carrefour Hypermarkets, LLC.                                                                  

Riyadh, KSA                                                                                                                                           
Nov. 13 2010-Nov. 30 2012
Carrefour is mentioned anywhere on earth, it instantly portrays the real meaning of the luxurious French retail supermarkets and hypermarkets, and the perfect lovely picture that Carrefour was able to show along several long years through the concepts of the best quality, diversity, open spaces, good prices and the pleasure of shopping at the same time, and the success that can’t be found anywhere else. Carrefour also has several branches in UAE, Kuwait, Bahrain, Qatar, Oman, Egypt, Jordan, and Syria; and it is the largest chain of retail stores in the world, it hosts more than 107 million customers every year worldwide.
Duties & Responsibilities: 

· Sending monthly reports to HR Head Office: Store Manpower, Commercial Staff Structure, Staff and Accommodation

Score Cards.

· Doing accommodation visit, responsible for emails, receiving calls, making memos, filing documents, etc.

· Handling the Passports of new employees and submit it to PRO after complicating the requirements for their Iqamah

· Passport & Visa Expiry – Collecting & Submitting the Document To PRO & follow up

· Arrange cancellation of the Employment Visa upon termination of the employment contract by either party.

· Printing employees timing reports and disseminating to all departments.
· New joiners’ in-charge and responsible for the passport and Iqama (residence permit card).

· Making final settlement to the staff that is terminated or resigned.
As GM Secretary:

· Checking customer complains/suggestion and report it to GM to take action.
· Arranging Internal and External meetings, taking minutes, memos, etc.

· Arranging/booking Hotel reservations.
· Store Event Coordinator: Sponsoring, monitoring and delivering food and drinks to a sport event (every Friday).

Employee Relations

· New Employees Integration.
· Arranging transport for pick-up of new employees from airport

· Allot accommodation prior to arrival of new employees.

· Updating and hand it over to the appropriate person upon arrival of the new joiners.

· Completion of pre joining formalities

· Collection and filing of documents from new employees

· Coordinating medical formalities

· Applying for insurance 

· Processing Iqamah for new employees

· Issuing and renewal of uniforms as per company’s policy.
· Grievances handling if problems occur within employees.
· Arranging employee for various trainings and informed them when needed.
Accommodation 

· Handling accommodation for 300+ employees

· Assigning rooms to employees according to their grade

· Renewal and non-renewal of contracts according to employee deletion/addition

· Coordinating repairs and maintenance of employee accommodation in liaison with Maintenance team

· Implementing the employee accommodation standard and house rules


· Address discipline shortfalls in performance and behavior when required.

· Ensure that procedures are followed in line with those detailed by SOPs and company policies. 

· Monitor and maintain records of the accommodation occupants.
HR Recruitment Assistant
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Metro Market! Market! Valueshop, Inc.                                                   

Fort Bonifacio, Global City, Taguig, Philippines                                                                                                                          
May 05, 2009-Aug.10, 2010
Metro Gaisano is a retail store in the Philippines that has Supermarket and Department Store. It has many branches all over the country.
Duties & Responsibilities:
· Provides professional Recruitment Support and Administration function to the whole organization; acting as a reliable source of, processing all recruitment-related administration within agreed timescales and providing excellent customer service.
Customer Service

· Handle all recruitment queries in a responsive way - providing a comprehensive first line of information and advice.
· Communicating effectively and confidently at all levels, over the phone, face to face and by email.
Recruitment Administration

· Arrange for shortlisted candidates to take relevant assessments, mark and record results accurately to contribute to the recruitment decision.
· Ensure the pre-employment health questionnaire is reviewed and ‘fit to employ’ result is recorded appropriately for the recruiting manager to consider.
· Process full offer packs to candidates when all recruitment checks have been satisfied.
Maintenance of records

· Collate all new starter information to ensure new employees appear on database.
· Create an employee file and save this in the live cabinet in Docuware .
HR Admin Asst/Data Entry Clerk
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Metro Market! Market! Valueshop, Inc.                                                   

Fort Bonifacio, Global City, Taguig, Philippines                          
Dec. 07, 2007-Apr.25, 2009       
Personnel (HR) Assistant/Data Entry Clerk
Siargao Electric Cooperative, Inc (SIARELCO)           

Surigao del Norte, Philippines
May 02, 2007–Nov. 25, 2007
Duties & Responsibilities:

· Fax, scan and copy documents.

· Answer phones and transfer to the appropriate staff member.

· Take and distribute accurate messages.

· Coordinate messenger and courier service.

· Receive, sort and distribute incoming mail.

· Prepare outgoing mail for distribution.

· Maintain office filing and storage systems.

· Retrieve information when requested.

· Update and maintain internal staff contact lists.

· Type documents, reports and correspondence.

· Perform work related errands as requested such as going to the post office and bank.

· Keep office area clean and tidy.
EDUCATIONAL ATTAINMENT
TERTIARY:          Course                      : Bachelor of Science in Industrial Education
                          School                      : SURIGAO STATE COLLEGE OF TECHNOLOGY, Del Carmen Campus
                          Address                    : Del Carmen, Surigao del Norte

                          Award Received     : Graduated as Best in Academic Excellence
                          Year Attended         : 2003-2007
SECONDARY:      School                    : SIARGAO NATIONAL COLLEGE OF SCIENCE AND TECHNOLOGY
                            Address                  : Del Carmen, Surigao del Norte
                            Award Received   : Valedictorian
                            Year Attended      : 1999-2003
I.T. SKILLS

· Office Application   : Microsoft Office (Word, Excel, Power Point, & Outlook).

SUMMARY OF QUALIFICATIONS / SKILLS
· Effective team player, Responsible, and very much capable of meeting requirement within reasonable time. 
· Strong desire to work.

· Self-motivated; able to work independently, establishes effective priorities.

· Comfortable; as a team member provides unlimited support during times of stress and high pressure.

· Developed interpersonal skills having dealt with a diversity of professional customers and staff member.

· Fast learner, can work under pressure, independent. 

· Proficient in oral and written communication

· Strong ethics and initiative.
REFERENCES AND OTHER DOCUMENTS ARE AVAILABLE UPON REQUEST


“I hereby certify that the above information is true and correct to the best of my knowledge.”
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