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Qualifications Summary
Administrative support and HR Coordinator working in a fast-paced environment, demanding strong organizational, high standard and interpersonal skills. Highly trustworthy and works well as a team member; committed to superior customer service, confident and poised in interactions with clients at all levels; detail-oriented and resourceful in completing projects; able to multi-task effectively; efficient and adaptable to a multi-cultural working environment; performs assigned task carefully and quickly with minimal supervision. Capabilities include:
· Customer Service & Relations



· Accounts Payable/Receivable

· HR Generalist
· Payroll

· Filing & Data Archiving

· PRO Assistant
· Microsoft Office Applications
· Problem Solving

· Purchasing & Inventory
· Administrative
Employment History

HR COORDINATOR CUM ADMIN ASSISTANT
Blue Tree Clinics, Dubai, UAE (January 2011 – July 2016)

RECEPTIONIST / ADMINISTRATIVE ASSISTANT

Union Bank Plaza, Manila, Philippines (February 2009 – May 2010)

Experience Highlights
HR Generalist

· Explain company personnel policies, benefits, and procedures to employees or job applicants. 
· Process, verify, and maintains documentation relating to personnel activities such as staffing, recruitment, training, grievances, performance evaluations, and classifications. 
· Process and review employment applications in order to evaluate qualifications or eligibility of applicants. 
· Gather personnel records from other departments and/or employees. 
· Provide assistance in administering employee benefit programs and worker's compensation plans.  
· Monitoring attendance records, and vacations, maintaining up-to-date leave balances for each staff member.
· Handle end of the month time sheet submission.
· Maintaining and updating employee personnel files, including renewal dates of visa, labour card, etc.
· Supports recruitment activities through sourcing, screening and thorough short listing CVs, conducting initial HR round interviews, evaluating qualifications and candidate skills, making recommendations regarding applicant's qualifications, coordinating candidates interviews. 
· Handled processing of all documentations on obtaining employment, residence, and visit visas. 
· Processed cancellation, work permit, labour agreement, and all necessary immigration transition.
· Train and supervise newly hired staff.
· Drafting memo, offer letter, termination and warning letter.

· Preparing employment contract.

· Preparing travel arrangements and itineraries of the Medical Director and his family including visa applications and ticket bookings.
· Managing all the daily requests from employees and liaising with the PRO on completing all PRO work.
· Prepare duty rota of staff.

· Ensuring day to day activities of all department. 

Administrative Support

· Performed administrative and secretarial support functions for the medical director and general manager. Coordinated and managed multiple priorities and projects. 
· Organizing staff meetings. Preparing agendas as directed by the General Manager. Taking minutes of the meetings.

· Provided discreet secretarial and reception services for a busy Chiropractic clinic, which eventually expanded to a polyclinic. Scheduled appointments and maintained accurate and up-to-date confidential client files. Managed clients insurance and billings. Assisted walk-in clients, provide brief introduction on services provided.
· Assisted with general accounting functions, maintained journals and handled A/P and A/R. Responsible for client billing, follow-up of payments and petty cash. Provided telephone support; investigated and resolved billing problems. 
· Maintain records for contract agreement renewal such as medical waste, pest control, water tank cleaning and water analysis.
· Maintain and control office purchases such as office stationary.
· Liaising with vendors for procurement / maintenance and repair of all office supplies / services
· Ensuring the availability of enough quantity of supplies to support operations. Also perform supplier dealings and bookkeeping functions.
· Petty cash custodian
· Prepare email correspondence. 

Customer Service and Relation

· Registered patients in the database with complete information as directed by DHA regulations. 
· Provided telephone assistance and in depth explanation on services. Recommend and refer to appropriate practitioner.

· Demonstrated ability to maintain composure and work efficiently in a fast-paced environment while preserving strict confidentiality and high standard of service.

· Managed customer relations and provided exemplary service to all customers.

· Managed the front office area, including greeting visitors and responding to telephone and in-person requests for information.
· Verified patients eligibility and claim status with insurance agencies.

· Assisted in the maintenance of medical charts and medical record.
· Screen telephone calls, and transfer to appropriate department.

· Sorting and distribute mails/letters to staff. Daily checking of emails and respond accordingly to client inquiries. 

· Ensuring all client inquiries are handled efficiently, and managed on the spot appointment.
Education and Training
Bachelor of Science in Nursing

Palawan State University (2004 – 2008)

Palawan, Philippines 

Customer Service and Personality Development (2009)

Manila, Philippines

ISO 9001:2008 Awareness (2010)
Manila, Philippines

Personal Information
Date of Birth   : May 31, 1987 

Nationality      : Filipino

Marital Status : Married

Visa Status     : Employment (residence) visa

Availability      : Immediate
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