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OBJECTIVE:

To secure a position wherein I could learn, enhance and utilize my skills and abilities and to provide the best possible services to the company and meet the challenges in achieving the company’s goals
SKILLS AND QUALIFICATIONS:

· More than five years of solid experience in administration, human resource, and general affairs.
· Familiar with the Labor Code of the UAE.
· Proficient in MS Excel, PowerPoint, Word, Outlook etc.
· Excellent documentation skills.
· Excellent verbal and written communication skills in English
· Strong process orientation and good organizational skills with keen attention to details.
· Very self-motivated and energetic.
· Very result-oriented.
WORK EXPERIENCE:
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Max Retail LLC (Landmark Group)

Marina Tower
HR Assistant

March 2011- Mar 2017
· Payroll processing (timekeeping, verification of OT for 30 Stores branch)
· Knowledgeable with Oracle System updating of manpower details
· Prepare full and final settlement for leavers
· Issues salary/service certificate based on employee's request
· Processing  applications  of visa
· Coordinating with PRO for legal matters
· Processing of warning letters and termination cases
· Applying for insurance health of all staffs

· Monitoring   passport, Visa, labor card and Emirates ID of Staffs
· Handling/ensuring passport of all staff in safe
· Responsible for Induction programs.

· Analysis of manpower requirement based on manpower movement.
· Sourcing of applicants for office/technical staff position through job posting
· Coordinating of different Agencies for sourcing applicants
· Updating of  files of all employees
· Updating manpower headcount databank
· Responsible for the schedule of interview of qualified applicants
· Signing and issuance of Offer letters short listed candidates
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HR Staff

July 2009 – January 2011
· Updating of job description of all employees based on position title
· Analysis of manpower requirement based on manpower movement
· Sourcing of applicants for office/technical staff position through job posting
· Updating manpower headcount databank
· Submission of monthly recruitment report
· Attending jobs fair
· Keeping and monitoring invitation letter for jobs fair
· Responsible for the schedule of pre-employment examination and interview of qualified applicants
· Signing and issuance of employment probationary and regularization
· Timekeeping
· Assisting during In-house and Internal training
· Endorsing of newly hired employees to their respective department
· Checking of requirements and medical results of qualified applicants
· Coordinating with Training team for  General Orientation of qualified applicants
· Computing of performance appraisal of employees
· Assisting Korean Managers and investor visitors
· Attends to other duties that may be assigned by the immediate supervisor from time to time
Human Resource Department Assistant

Coca-Cola Bottlers Philippines, Inc.
Silangan Industrial Estate Canlubang, Laguna

May – June 2008
On-the Job Training

· Administering, checking and interpreting psychological test

· Performing clerical tasks and assisting in checking the payroll
· Calling the applicants for interview
· Answering telephone calls and inquiry for HR Manager.

· Responsible in updating and filing of training/SL/VL records of employees thru manual

· Coordinates with training consultant for the training schedule and request.

EDUCATIONAL BACKGROUND:

Bachelor of Arts in Psychology         




2005 - 2009

First Asia Institute of Technology and Humanities

ACHIEVEMENTS:

Best HR of the Year 2016
Star-Employee of the Month September 2016

Dean’s Lister (College Level)
TRAINING ATTENDED:

· Business Writing Skills 

· Career Development

· Change Management

· Conflict Management

· Effective Communications and Presentation Skills

· Effective Team Dynamics

· Goal Setting and Attitude to Work

· Leadership and Management Essentials

· Personality Development

· Moral, Attitude, and Values 

· Operational Risk Management

· Time Management

· Personality Plus

· Human Resource Workshop
· Basic Accounting

PERSONAL INFORMATION:

Filipino citizen, Born on the 1st of May 1988, 28 years of age, Single, Employment Visa (Transferable)
