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Marvin 
Marvin.316249@2freemail.com 
With excellent expertise on the following:  

· Human Resources Management 
· Office & Admin  Management
· Hotel & Flight Management
· Document & Data Management
    

PROFESSIONAL EXPERIENCES
Senior HR Specialist (promoted twice started as Administrative Technician)
LOGCAP IV Project – Fluor Government Group Dubai Operations
FLUOR International Inc. – HUMAN RESOURCES DEPT.
The Fairmont Dubai – Office#2102 Signature Businessmen Services
Sheik Zayed RoadDubai, UAE
October 31, 2010 to January 31, 2016 

Our primary client is the “USA Government & our employees support the services needed by the US Military stationed in Afghanistan”. My primary responsibilities are the following: 
· Prepares necessary documentation for VISA processing (Qatar & Afghanistan) which includes Quality Assessment & checking of the required documents before the submission. 
· Monitors the required room, transportation & answer inquiry from employees that are being process for VISA.   

· Request flights for employees going back to Afghanistan.

· Prepares documentation for terminated/resigned employee and request airline ticket back to point of origin and conducts final exit interview as well. 
· Handles the Logistics (Airport/Hotel Accommodation) for all employees coming from Afghanistan in support of the US Army Military that will be going on their Rest and Recreation / Emergency Leave / Demobilization / Medical / Annual Physical Examination. 

· Collates and Analyzes information that leads to the resolution of various issues in HR operations such as employee misconduct, flight/travel/luggage issues, visa & transition issues, reprimands and creates incident reports regarding the issue which is sent to the higher management.   

· Prepares Forecast (30days) for employees that will be arriving in Dubai and request the number of hotel rooms based on the forecast.

· Prepares the number of rooms needed for the day of the arrival & ensuring that company will not be paying for any unoccupied room.

· Prepares all necessary arrangement for Business & VIP Travelers (Coming from our main office in the USA or in Afghanistan) which includes transportation from & to airport, hotel accommodation & other assistance as required by the Business or VIP traveler.
· Meet and Greet, brief & orient VIP and Business Traveler’s from both U.S. Head Office and Theater. 
· Brief employees coming from the field regarding Dubai and Hotel policies.

· Handles the scanning of our Tracking System that updates the current employee status then run report to reconcile with the current In-house.
· Data Base Management which includes: Encoding and updating HR information. Check in & out employee. Situational Reports & figures being submitted to the management.   
· Manages the Sign-in sheets for employee who will check-in and check-out of the hotel.
· Prepares Pre- Manifest and Final Manifest for daily arrivals that are used for the in house basis of the hotel.
· Manage Hotel Accommodation Authorization Collection and Reports.
· Tracks numbers of employees checked-in the hotel and ensures that total in-house meets the target limit through constant coordination with the hotel.
· Verify Invoices sent by the hotel with the database information before sending to Finance for payment.
· Submits Invoice Verification to Dubai Finance and our head office in United State Greenville Finance for subcon payment.
· Gathers and report figures for weekly Situational Report.
· Creates Tracker (Room Requirement, Forecast & real time numbers).

· Assists employees with any issue concerning their stay in Dubai and make sure that all are resolved, reported and documented. 
· Trains new employee regarding the HR Operation policies, procedures and processes of the department. 
· Prepares, disseminates and collates the Expense report and Travel ticket for employees going back to the field.
· Prepares report needed by the sub-contractor such as current in-house, arrivals and departures.
· Assists the Medical Team in their absence such as briefing medical employees upon arrival, preparing the forms needed by the employees, assisting medical employees with their issue and uploading Fit For Duty letters in the Company’s tracking system.  
Expediter I 
LOGCAP IV Project – Fluor Government Group Dubai Operations
FLUOR International Inc. – PROCUREMENT & LOGISTICS DEPT.
National Air Cargo Middle East FZE – Agent Bld#2, Logistic City
Dubai World Central (DWC-AMIA) Jebel Ali, Dubai UAE

February 01, 2015 to February 25, 2016
· Verifies all the materials on the Purchase Order against the delivery of the suppliers.
· Updates the MatMan (Material Manager Expediting Program / Data Base)which includes uploading of PO’s & real time situation of the item. 
· Schedule delivery for suppliers and request for DWC (Dubai World Central) gate pass.
· Expedites purchase items from various vendors to meet the requirement of our end supplier which is the Military stationed in Afghanistan.

· Tracks Orders, receives good and places products into inventory.
· Confers with the management to determine overdue materials and parts.

· Follow up with the supplier to ensure on time delivery.
· Ensures that all delivered item are in compliance with the contract & PO’s.
· Send reports to the management such as overdue delivery, damage delivery and daily situational report on the delivered PO’s sent to Afghanistan. 

Assistant Office Manager / Executive Assistant 
Dubai Metro Project 
SYSTRA / PARSONS Joint Venture

Union Square Al Maktoum Road corner Omar Bin Al Khallab

Road besides Diera Taxi Stand & Union Metro Station, Dubai UAE 
March 10, 2007 to October 30, 2010
Handles and overlooks all the Office needs and problems in collaboration with the contractor (which includes 4 main offices and 41 site offices)

· Handles all the Requisition of the Department (stationary and pantry for all main offices and site offices)
· Handles all the Office Purchasing of the Department in coordination with the suppliers and contractors
· Handles the Petty Cash & Voucher of the Department.
· Handles the encoding for Peachtree software for all the expenses, orders and payments of the main and site offices.
· Handles all the Liquidation of the Petty Cash of the Department
· Handles check preparation for the payment of monthly invoices for all the suppliers.
· Handles all the Filing and Documentation Control for the Admin Department
· Handles the disbursement, control and inventory of the requested and released materials/requisitions.

· Computes the Overtime payment of all the Driver Staff.
· Handles Employee inquiries, Office related problem, Equipment allocation, Data Encoding & Secretarial works which includes Writing Official Letters & Memos, Minutes of Meeting & Driver scheduling and car assignments.

· Handles Renewals for Insurance and Maintenance contracts.

· Handles Preparation & requisition for Business Card of all employees.

· Handles the scheduling for the maintenance/repair work of all company vehicles and renting for vehicles in its absence.

· Ensures that day to day office transactions, equipment, materials are working perfectly well.
· Assists the Finance Manager with regards to Office expenses, Petty Cash and Invoice Payments. 

· Handles demobilization issues (asset retrieval, contract termination, site disconnection and documentation)  

· Handles the following in the collaboration with the Office Manager:

· Acts as the Executive Assistant to the Project Director (Handles Meetings Preparation (scheduling and presentation)& MOM, Diary Organization, Typing and Encoding Works, Submission of Daily Reports, Uploading of official documents, receiving of calls and incoming documents)

· Handles Travel / Hotel / Car arrangements for Official / Business / Annual trips of the Project Director and all other employees.

· Acts as Personal Assistant
HR Generalist 
St. Jude Hospital & College 

Manila/Cavite Campus, Philippines

February 18, 2002 to February 18, 2007

Recruitment and Selection
· Ensures that the school/department has an adequate pool of applicants which can immediately be contacted in case of resignation/ termination of employee.
· Coordinates with the different schools and establishments on the posting and advertising of the different job opening in the school. 
· Conducts periodic survey to ensure that the salary given to the employee is competitive with other schools in the immediate vicinity.
· Conducts the recruitment and selection process of the department.
· Screens the applicant’s qualifications vis-à-vis requirements based on the job description/specification and RFP (Request Personnel From) given by the department heads. 
· Coordinates and arranges schedule for the teaching demo and initial interview of the applicant, and prepares interview report for the department heads.
· Conducts background investigation for new employee/faculty and prepares comprehensive report.
· Requires successful applicants to undergo physical examination.
· Conducts psychological examination and prepares reports on the result of the exam.
· Prepares contract for the new employee (Term, Contractual, and Probation).

· Prepares the Duties and Responsibilities of newly hired employees based on the specifications submitted by the immediate superior of the employee.

· Ensures that all employees have appointment papers and/or contracts that are properly signed and/or notarized.
· Ensures that the successful applicant submits necessary documents prior to hiring (Social Security No., Tax I.D., Health Ins. No. etc.).
Timekeeping, Payroll, Compensation & Benefits

· Ensures that all employees are enrolled/registered with the following government agencies, Social Security System, Health Ins. Dept. and Housing Dept.

· Checks, prepares and files the attendance of Faculty and Admin. Staff to determine the late/absent/undertime and O.T. for the preparation of deduction/addition in the payroll.

· Prepares the bi-monthly deduction/addition report used in the payroll.

· Checks and consolidates the Daily Time Record of the College Professor for salary computation.

· Checks, prepares and files the College Teachers Program, Control list and attendance of employees for the computation of salary.

· Prepares and files all necessary forms and documents such as O.T. form, SL/VL, Travel authority, Clearance, Trip ticket an others.

· Submits to the department head for approval the necessary forms and documents such as O.T. form, SL/VL, Travel authority, Clearance, Trip ticket an others.

· Ensures that all Faculty/ Professor / Employees are properly ranked.

· Files and updates 201 file. 
· Advises the superiors on their employee’s excessive absences, late, tardiness and improper decorum by submitting a monthly tardiness report of all employees. 

· Prepares HR monthly report (i.e. manpower count, transfer, absence/tardiness report and disciplinary actions).
· Prepares notices of Absences/Tardiness/Early Dismissal/Undertime to all employees concerned every end of the week.
· Prepares contracts (and renewal) for newly hired and retained Professors.

· Conducts, consolidates and prepares report on teaching/performance evaluation done by the students.

· Prepares reports on the annual performance evaluation of the faculty and employees.

· Prepares correspondences such as memos, updates and instructions.

· Prepares certificate of employment of active and resigned employees and faculty.

· Ensures that all resigned employee have submitted their clearance as a requirement for the release of their final salary.

· Prepares receipts and release letter for employee’s acknowledgement prior to the release of the final pay.
· Prepares the monthly expense claim, filing of Medical Insurance, Annual leave and Benefits of the employees that are subjected to the approval of the CEO.

· Prepares Monthly report of the payroll expenses and needed budget for the following month.

Management Training
· Conducts orientation for new employee or faculty on school facilities, mission and vision of the school and of faculty manual/employee manual.
· Facilitates institutional training program and activities.

· Updates listing of personnel development programs sponsored by various institutions and agencies.

· Submits recommendations on training and development needs.
College Faculty

St. Jude Hospital & College

Manila/Cavite Campus, Philippines

October, 2002 to February 18, 2007

· As a Faculty Member I translate a curriculum plan into concrete learning experiences in the classroom. I also produce the climate, provide the resources, and stimulate my students to explore, investigate and seek answers. Also, as a faculty member I guide and facilitate learning

· Imparts knowledge and skills to his students.

· Ensures smooth acquisition of necessary knowledge and skills.

· Utilizes appropriate approaches in presenting lessons.

· Correlates subject matters with experiences and other related current issues.

· Ensures a logical flow in the presentation of the lessons.

· Utilizes appropriate and useful learning materials.

· Uses those of instruction effectively.

· Encourages the students to participate in the class proceedings.

· Promotes activities eliciting cooperation and involvement.

· Monitors and assists the students in the performance of an activity or task.

· Maintains discipline among students in his class.

· Prepares testing materials.

· Evaluates students’ performance.

· Confers with parents / guardians on the academic performance of their children.

· Maintains records of the students.

· Submits required reports.

EDUCATION 

(  Graduate School

Major in Human Resources Development 


(Finished Academic Requirements – Completion of Dissertation/Thesis)

(  University of Santo Tomas
     España, Manila, Philippines

     2003 - 2005
(  Bachelor of Arts


Major in Industrial Psychology (focused on Human Resources Management)
     1996 - 2001

SKILLS

· Excellent in using the English Language both written and verbal.

· Excellent skills in the use of the following specific programs.
· Peachtree (Accounting Software)

· MATMAN (Material Manager)

· PATS (Project Assignment Tracking System)

· Aconex (Document Management System)

· Excellent skills in the use of the following computer programs such as:

· Microsoft (Word/Excel/Power Point/Outlook/Access)
· Lotus Notes

· Excellent in writing/creating Business correspondence such as Memos, Duties & Responsibilities, MOM, Appointments and Board Announcement/Posting among others.

· Able to work on a “Shifting (Night) Schedule”

· Special events organizer such as, Employees Day, Christmas Party, Workshop, Development Seminars, Trainings and Monthly Meetings. 

· Can also handle Hosting Tasks for the said above occasions.

· Very good in research.

· Reportorial & News Editor for the Official student Publication during my College Years.

· Can manage pressure very well and meet deadlines on time.

· Excellent in dealing with different type of human culture and behavior. 

· Was able to handle Values Education subject for the High School students.

PERSONAL DATA

	Age

Sex
   

Civil Status

 

Height                          

Weight                        

Nationality



Language Spoken
	:   36 years old

:   Male

:   Single

:   5 feet and 9 inches

:   65 kgs.

:   Filipino

:   English, Tagalog


· Character references will be submitted as requested.

I do herby acknowledge that the facts set forth are certified and correct.

    Curriculum Vitae








