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Contact HR Consultant for CV No: 341808

E-mail: response@gulfjobseekers.com
Website: http://www.gulfjobseeker.com/employer/cvdatabasepaid.php
C

areer objective: To succeed in an environment of growth and excellence and earn a job which provides me satisfaction and self development and help me to achieve organizational goal.
Summary of Qualification
· Advance knowledge in Microsoft Office, Outlook users
· With good written and verbal communication skills.

· Has the ability to deal with people, with high respect to other person’s opinion.
· High degree of initiative and responsibility.
· Excellent customer service.
· Has the capacity to work under pressure.

· Willingness to learn new things.

· Self-motivated and a team player.

· Capable to work under minimum supervision.
· Trustworthy individual with strong ethics and integrity.
Personal Attributes
· Accuracy | Excellent organizational skills | Confidentiality | Planning and Time management

· Initiative | Reliability | Stress tolerance | Customer-service orientation.

· Willingness to work in a flexible schedule and high workload.
Educational Background:
University of Perpetual Help-Rizal

Bachelor of Science Major in Computer Management – Graduated March 18, 2003

Woodridge College School – Graduated 1995-1999
Saint Alphonsus Liguori Integrated School – Graduated 1989-1995
Training:
ASIA TRUST BANK

471 Gonzales Bldg. Alabang Zapote Road Las Pinas City

November 2002-January 2003

On the job Training

· Encoding bank’s accounting report

· Verify checking accounts

· Issuing open accounts

· Answering telephone calls internal or external
· Assisting bank clients
Working Experience:
Position: 
HR Secretary/Administrative Secretary/Receptionist 
                          - March 30, 2015 –March 30, 2017
Company: 
Chinese Palace Group of Companies

Location 
Al Ghurair Office Tower 10/F, 1041 Al Rigga Deira Dubai, UAE

Department:  
Human Resource Department & Administration 
Job Description:
· Assist day to day HR responsibilities and liaison between the organization
· Recruitment & Visa Application

· Flight Bookings
· Coordinate with the PRO and employee relating to Visa application ( tourist visa & employment visa)

· Assisting in processing the visa renewals of the employees

· Preparing for the medical insurances of the employees

· Updating accounts anytime of any amendments in WPS process

· Keeping yourselves updated with all new processes & changes
· Checking HR management email regularly

· Maintain and Updating Employees List per Shop

· Maintain and Updating New Staff 

· Updating Vacation Staff

· Updating Employees Data for Renewal Visa and New Visa

· Informing and Assisting staff for signing of Labour Contract

· Recording the PBF Chinese Palace with Name (ATM Card Number)

· Renewal of  Staff Labour Contract & Visa
· Coordinating to the Store Manager or Assistant Manager regarding on the schedule of Visa Medical & Emirates ID

· Coordinating to Counter staff Supervisor & Kitchen Supervisor regarding on the accommodation of New Staff

· Arranging drivers for Visa Medical of New Staff, & Visa Renewal

· Preparing documents for those staff who resign and cancel their visa

· Releasing Emirates Id, ATM CARD, Gratuity cheque to the employees

· Coordinating to the C3 office regarding to those staff that captured, lost, damaged their ATM card and switch claim
· Welcomes visitors by greeting them, in person or on the telephone; answering or referring inquiries. Directs visitors by maintaining employee and department directories; giving instructions. Maintains security by following procedures; monitoring logbook; issuing visitor badges.
· Filing Salary Slip

· Filing Employees Personal Data

· Answering phone calls

· Other works regarding HR & Administration
Position: 
Administrative Assistant
Duration: 
July 10, 2008-August 31, 2013 

Company: 
Philippine Sugar Research Institutes Foundation, Inc.

Industry: 
Sugarcane Research - Makati, Philippines
Department:     Administration

Job Description:
1.
Provides the secretarial requirements for the Director General Office involving scheduling and reminding of appointments, hotel bookings, sending out letters and maintenance of files and records. 
2.
Sets up meetings involving the Board of Trustees, Executive Committee, Finance Committee and Sugar Development Council (SDC) on a regular basis by preparing the materials and documents that may be assigned, the conference venue and meals for the meeting.
3.
Assists the Deputy Director, Finance & Admin Head in scanning financial reports and related documents for transmission to MDDCs and other departments. 
4.
Screens and transfers incoming calls, receives incoming documents and logs all outgoing documents for proper reference.  Receives company visitors, suppliers, applicants etc. and directs them to the proper concerned persons to address them.
5.
Maintains adequate level of inventory of office supplies and equipment; canvasses and purchases supplies following standard procedures in awarding and choosing suppliers.
6.
Perform clerical tasks such as filing, typing, handling mails, telephone calls, etc.;

7.
Attend to SSS/PHILHEALTH/Pag-IBIG/BIR requirements and benefits of PHILSURIN employees;
8.
Liaise with SSS/PHILHEALTH/Pag-IBIG/BIR on the requirements and benefits of PHILSURIN employees;
9. Handle canvassing of office equipment and supplies, and preparation of Purchase Orders;
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