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SIMEON 


Simeon.288229@2freemail.com 
objective

To pursue a challenging career in an organization that is committed to   growth and present opportunity for advancement based on performance.
	
	Professional Skills

· Highly proficient in utilizing HR & Administration field such as Planning, Organization ability, Multi tasking, Negotiation, Communication, written expression, Time Management, Problem Solving.
· Excellent in Microsoft Word, MS Excel, MS office and other Windows. Internet and Email, Adobe Acrobat, with the ability to learn new software applications. Knowledge in HC SAP System, ACONEX & Share point.
QUALIFICATIONS

· 13+ yrs. experience in HR & Administration field.

· Can work in a team or independently.

· Strong technical and analytical skills.

· Able to conceived new ideas and institute new procedures.

· Dedication and drive as a hard-working individual.

· Ability to manage multiple tasks under pressure environment and meet deadlines.

· Excellent coordination skills.
· Great knowledge of office practices and procedures, business correspondence, recordkeeping systems, office machine operation, English grammar including usage and composition, telephone etiquette. 

· Ability to accurately interpret difficult dictation.

· Demonstrated leadership abilities.

Work experience
        HR AND ADMINISTRATION OFFICER
Al Melehy Human Resource and Services

Oct. 11 2015 to Mar 01, 2016
Abu Dhabi, UAE
DUTIES & RESPONSIBILITIES:
· Administers a wide variety of personnel policies and programs regarding Substitute employees (e.g. advertising positions, processing applications, recruitment, verifying employment, orientation.) 

· Coordinates employment process in processing applications, inputting substitute data, analyzing transcripts and references, preparing announcements of vacancies.
· Submit CV requirements in client’s website.
· Checks availability and suitability of the applicants.
· Supports the Human Resource Manager and department staff for the purpose of assisting in the performance of their work activities.

· Achieves staffing goals by studying the company’s plans and goals and meeting with managers to determine their needs. 

· Examines job descriptions and qualifications to determine applicant requirements and uses a variety of methods, such as media, Internet job sites and employment agencies to locate qualified candidates. 

· Interviews applicants, verifies references and compares the job criteria to the applicant’s qualifications. Arranging for managers to interview the applicant as well.

· Job posting to different site to get qualified candidates

· Inspire and hire the best employees for their job positions

· Creates a wanted ad and then interviews potential new employees and to ensure that the best candidate possible is chosen for the position.
· Oversees and administers the day-to-day activities of the office; develops policies, procedures, and systems which ensure productive and efficient office operation.

· Supervises the work of employees in supporting roles, including assigning workload and monitoring employee performance.

· Organizes and facilitates meetings, conferences.
· Assists in the coordination, supervision, and completion of special projects, as appropriate.

· Responsible for maintaining the logs for incoming letters, memos and proper filling system.
· Responsible for preparing internal and external correspondence.
· Received all incoming correspondence and distribute to the designated personnel.

· Assists office staff in maintaining files and databases.
· Preparing weekly and monthly report.
        RECRUITMENT OFFICE ADMINISTRATOR & COORDINATOR 
     Al Hosn Gas - ADNOC Group of companies 
Human Capital – Recruitment Department

August 2011 – August 2015 
Abu Dhabi, UAE

DUTIES & RESPONSIBILITIES:
· Coordinates works closely with job candidates, external recruiters and agencies, headhunters and other human resource professionals in support of a business’s hiring needs. Manage the flow of candidates thorough the recruitment process, from scheduling interviews to bringing new employees on board.
· Wide Knowledge in Recruitment Process from start till on boarding.

· Screening, arrange for face to face, video interview conducting Interviews for junior position. 
· Advertising/ posting vacant position and sending inquiries to all recruitment agencies.
· Coordinates to all registered agencies with required documents of candidates for hiring process as well as the candidate itself and to confirm the joining date of the candidates.
· Coordinates with hotels for candidates accommodations prior to on boarding.

· Focal point in ADNOC E&P projects for job posting screening CV and arranging video and face to face interview for senior positions.

· Focal point in with regards to training, daily needs of the team, annual leave plan.

· Coordinates internally to different Divisions/ Departments for all the needs/ request of Recruitment Team.
· Prepares necessary documents for recruitment formalities such as Management approval, Quotations, ADNOC Approval, Security Approval, and Visa Application.

· Prepares weekly and monthly Recruitment progress report. 
· Responsible for providing confidential and efficient administrative & secretarial support to the Recruitment Team.

· Prepares and receives letters, memos, minutes of meetings, leave applications, exit & entry, weekly report for under process candidates for hiring, annual leave schedule, and manage calendar for meeting, appointments and interviews.
· Maintain office efficiency by planning and implementing office systems
· Responsible for maintaining the logs and filling system for under process candidates, RR, Technical Assessments, Leave & Early Exit Applications, letters, memos, contracts agreements.
       DOCUMENT CONTROLLER 
Dubai Civil Engineering 
REM RAAM Housing Community - (208 Buildings-G+7)
April 2008 to August 2011 (3 yrs. & 4 mos.)
Dubai, UAE
DUTIES & RESPONSIBILITIES:

· Prepares submittals, transmittal and all technical documents and General Correspondence through ACONEX system.

· Submits the submittals to client/ consultant as per the Documents Control System.

· Distributing the submittals on receipt from the consultant as per the instruction of the Project Director/ Project Manager.

· Assigned the responsibilities of receiving, logging, tracking, filing and monitoring engineering and supplier drawings.

· Acknowledge copy from the consultant will be retained in the relevant file.

· Approved, disapproved and commented copies of the technical submittal will be distributed to the concerned and the original to be filled. Accordingly, the registered will be updated with the status.

· To updates all documents with the latest approved revision, obsolete/ superseded documents must be stamped/ marked/ removed from the rack file. 

· Distributes the latest approved version to all concerned.

· Filings and keeping all records of incoming and outgoing correspondence, submittal, transmittal and reports.
· Ensures that all technical documents, records, files are maintained and in proper order with full trace ability.

· Update records and maintains proper filing system and prepares purchase orders / delivery orders / invoices and other documentations accordingly.

· Facilitated and monitored circulation of documents for authorized signatures.

· Assist planning engineers for their daily activity reports.


	
	OFFICE ADMINISTRATOR
Government of Cagayan Philippines 
Jan 2003 – Feb 2008
Tuguegarao City, Philippines
DUTIES & RESPONSIBILITIES:

· Prepares general correspondences, minutes of meetings, memorandums, reports, schedules, purchase orders and other materials from rough draft, copy, marginal notes or verbal instruction. 

· Check and review a variety of data for accuracy, completeness and conformity to established standards and procedures. 

· Collect and prepare data for records and generate appropriate reports. 

· Opened, sorted and route incoming mail, answered correspondence, and prepared outgoing mail. 

· Operate standard office equipment to include word-processing and data processing equipment, copiers, laminators, etc.

· Maintain confidential information of office related information. 

· Maintain appointment calendar, schedule appointments, and meetings. 
Trainings
MICROSOFT EXCEL 2010
May 18-22, 2014

In House Training

Abu Dhabi, UAE

COMPUTER BASE ADMINSTRATION & ORGANIZATION

April 13-17, 2014

Crown Plaza Hotel
Dubai, UAE

TELEPHONE SKILLS

March 30, 2014

Sofitel Hotel

Abu Dhabi, UAE
ADMINISTRATION AND OFFICE MANAGEMENT
December 11 – 12, 2013 

Beach Rotana Hotel

Abu Dhabi, UAE

SAP – Human Capital Management(HCM)
November 2011

Gasco Building (In – House Training)

Abu Dhabi, UAE
ACONEX– (Basic Documents & Mail) Online Collaboration System
March 2010 

Jumeira Lake Tower 

Dubai, UAE
COMPUTER HARDWARE AND TROUBLE SHOOTING

February 2005      

Saint Paul University 

Tuguegarao City, Philippines

Education

Graduate in Bachelor of Science in Business Administration
University of Saint Louis

Manila, Philippines

1998 – 2002
Under Graduate in Bachelor of Science in Civil Engineering 
University of Saint Louis

Manila, Philippines

1998 - 2001
Personal information

Birth date :   24 October, 1981

Citizenship:   Filipino
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