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Contact HR Consultant for CV No: 336919

E-mail: response@gulfjobseekers.com
Website: http://www.gulfjobseeker.com/employer/cvdatabasepaid.php 
__________________________________________________________________________                        _________
Objective:
To be associated with a stable company that offers skill utilization, potential development and career advancement opportunities for the mutual benefit of the company and myself.
Key Skills and Competencies:
· Proficient in Windows Software

· Computer literate (MS Office applications)

· Basic knowledge in Adobe Photoshop, Visual Basic and HTML
· Knowledgeable in basic PC operations

· Knowledgeable in internet and can easily learn and use client provided applications and software

· Ability to perform multi-tasking activities

· Commitment to the company’s vision and mission

· Ability to identify problem, analyse possible solutions and determine best course of action to meet objectives.

· Ability to perform duties with minimal supervision.
· Strong, hard working, patient, fast learner, coachable, willing to be trained and capable of working for extended number of hours.
· Adapt well to changes and pressure in the work place.

· Positive attitudes and high morale
· Detail oriented, strong organizational skill, good customer service provider
· Excellent in English language both written and oral.
Educational Attainment:

Computer Programming
Datacom Institute of Computer Technology 2010-2012
Work Experience:
Human Resource Personnel
April 2012 – April 2013

Maeno Giken Inc. (MGK)

First Cavite Industrial Estate, Dasmariñas, Cavite, Philippines
· Responsible for assisting in all stages of the recruitment cycle, from responding to inquiries, arranging interviews, completing job offer paperwork and supporting successful staff induction.
· Assisting with the day to day operations of the HR Admin department.
· Ensuring that all paperwork received was scanned and stored both electronically and on the Employee’s paper file.
· Handling individual non-standard letter and emails to employees.
· Prioritizing and managing own workload without supervision.

SENIOR BUSINESS PROCESS ASSOCIATE

May 2013 – December 2016

ADEC Innovations, Inc. 
Alabang Corporate Center, Sucat, Philippines
· Key-in accurately pertinent information of an order into the client-supplied application in accordance with the given project specifications
· Processing of invoices in document management system

· Attending query mails and taking actions as required
· Responsible to log all errors identified at the quality review stage  and also give constant feedback to the entry level associates

· Responsible in supporting supervisor or superiors with any requests or any reporting requirements as and when necessary

· Accountable for customer satisfaction and providing high quality service.

· Provide effective job training to the newcomers 

· Maintain accurate record of  land  title insurance and document analysis
· Ensures compliance to company rules and regulations, which shall include but not limited to the Employee Code of Discipline, the Policies on Quality Management System (QMS). Information Security Management System (IMS), and other duties are responsibilities
Personal Data:

· Age: 23 years old

· Date of Birth: April 01,1993
· Civil Status:  Single

· Citizenship:  Filipino

· Visa Status: Long Term Visit Visa
· Visa Expiry: April 04, 2017
Declaration:
I do hereby to certify that above-mentioned particulars are true and accurate to the best of my knowledge

