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C/o-: +971505891826 ♦ areis.341164@2freemail.com 
PROFESSIONAL SUMMARY
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Meticulous Administrator, excellent at juggling multiple tasks and working under pressure with 8 years
experience on office Administration
	
	SKILLS
	
	

	
	
	
	

	Team liaison
	
	Extremely organized
	

	Self-motivated
	
	Team leadership
	

	Strong verbal communication
	
	Process implementation
	

	Conflict resolution
	
	Staff development
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WORK HISTORY

Administrator, 04/2008 to Current
Al Habtoor Leighton Group – Al Quoz Industrial 4
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 Worked directly with all employees within the department to achieve a smooth day to day operation.
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 Analyzed departmental documents for appropriate distribution and filing.
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 Provide support to the recruitment function by coordinating with HR – Recruitment, assisting in interview schedules, selection lists and on-board formalities. ¨
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 Assist in resolving employee requests such as Trade change, salary adjustment, conversion from Daily to Monthly wage thru official Plant request memo in coordination with HR functions and guiding personnel on welfare issues. ¨
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 Ensure compliance of documentation to all HR policies and procedures to ensure that no discrepancies arise during verification.
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 Assist in the implementation of HR policies and procedure in Plant Department and undertake internal periodical documentation reviews in order to align with the latest one. ¨
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 Facilitate career growth opportunities to employees by assisting in internal recruitment activities in coordination with section heads prior proceeding. ¨
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 Assist specific grievance and disciplinary cases and brief the concern employees with labor laws disciplinary policies; and ensure that disciplinary proceedings are in line with national legislation and company policies. ¨
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 Support the implementation of Individual Performance Agreement Program for employees thru documentation and data collection as well as attending IPA related seminars. ¨
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 Maintain the organizational charts for all sections within Plant & Scaff. Department and submit monthly update to GPM office. ¨
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 In-charge for all business correspondence preparation and circulation. ¨
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 Maintain best standards of HR services by welcoming the employees in a friendly manner and patiently listening to their needs; always closing all issues ensuring no requests are left unattended and informing the employees of company's limitations within the framework. ¨
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 Coordinates the manpower requirement and allocation thru HR – Allocation Manager to ensure that internal vacancies are filled in by HLG employees prior sourcing out external candidates. ¨
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 Oversee the overtime summary report and verify with supporting documents when necessary. ¨
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 Receives direct work assignment from business unit head and work on what's required from my end. ¨
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 Responsible for final approval of Interlocation request on weekly basis ¨ [image: image17.jpg]


 Responsible for final approval of Office / Skilled staff permission slips leaving the office during working hours.
Jr. Markering Coordinator, 06/2005 to 02/2008
Robles Heritage – Manila, Philippines
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 Achieved the company goals to increase revenue by adding potential clients.
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 Implemented marketing strategies which resulted in 12% growth of customer base.
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 Supported Chief Operating Officer with daily operational functions.
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 Analyzed clients requirements for appropriate distribution of work and resources.
EDUCATION

Bachelor of Science: Customs Administration, 2004
John B. Lacson Colleges Foundation - Bacolod City, Negros Occidental, Philippines
ACCOMPLISHMENTS
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 Supervision
Supervised team of 16 staff members.
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 Reporting
Documented and resolved disciplinary issues which led to lesser warning and penalty.
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 Creative Problem Solving:
Resolved grievances within department
CERTIFICATIONS
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 Professional Licensed Customs Broker
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 Holder of U.A.E. Driving License
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 Certificate of Employee Welfare Services Training
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 Certificate of Collaborative Teamwork Training
