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VENUS  
VENUS.345493@2freemail.com   
34 Years old- Married                                      

Objective
I would like to use my earlier experience and knowledge in HR field in order to contribute to the progress and advancement of your firm. I will use to its best my capabilities while taking important decisions related to your company.
Skills

· Computer Literate (Windows OS, MS Word, Excel, PowerPoint, MS Outlook, SQL HR software, Internet, flexible with other computer applications, basic PC assembly and troubleshooting).
· Proficient and well oriented with accurate construction of different types of correspondence, and filing system.
· Excellent communication skills. 

· Flexible, enthusiastic, fast learner, resourceful, hardworking, and has the ability to adapt in multicultural environment and to work with minimal supervision.
· Can supervise and handle 100 to 200 employees
· Typing 60 words per minute.
Working Experience
Since October 2007 to Present
CONCEPT RESTAURANT MANAGEMENT LLC
HR Coordinator
HR Coordinator Duties
· Recruitment Responsibility for creating and maintaining a candidate data base by screening, scheduling interviews and generating offer letters.
· Responsibility for maintaining staff on the SQL HR System.
· Support staff requests; (visa letters, NOC letters, salary increment, salary Certificate, employment certificate, company loan and cash advance request and etc). to ensure that employee requests are up to date.

· Responsible for all the Passport of Employee’s.
· Responsible for Employee’s Uniform from ordering stock and inventory.
· Researches and formulates strategies to effectively aid in employee retention
· Responsible of all the necessary operation for the incoming staff, (visa processing, Emirates National ID application, medical, plane ticket, bank account, insurance card and etc).

· Payroll and WPS (Wages Protection Salary)
· Encoding or updating the SQL HR – System (Annual Leave, Sick Leave, Emergency Leave, maternity Leave, unpaid leave, absence and Public Holiday.
· Provide to the managers all necessary information regarding company policies and procedures
· Improvement of employees and managers performances and disciplinary. Issuing disciplinary notices like corrective action, warning and termination.
· Conducting employee recognition activities like service honors and 'employee of the year' awards. 
· Supervising the needs of employee accommodation.

· Responsible for HR petty cash and replenishment.  

Executive Secretary CUM Receptionist Duties

· Responsible for the day-to-day operations of the Organization.
· Responsible for a Local Purchase Order (LPO)

· Purchasing office supplies 

· Completing basic bookkeeping and accounting 

· Incoming and outgoing calls management 
· Prepare correspondence, reports and materials of publication and presentation.

· Liaison between management levels within the organization

· Set up accommodation and entertained arrangements for company visitors

· Prepare and maintain the General Managers expense report

· Set up and coordinate meetings and conferences

· Create, transcribe, and distribute meeting agendas and minutes.

· Perform general clerical duties to include but not limited to: photocopying, faxing, mailing and filing.
From May 2006 to August 2007:
NESTLE Philippines
Data Entry
· In charge of all reports submitted to Nestle Philippines

· Placing and answering telephone calls

· Updating and encoding of RS / MRS monitoring and intact cases weekly report

· Encoding of Transmittal report with excel
· Filing of documents, reports and receipts
Education

Bachelor in Business Office Administration 

Polytechnic University of the Philippines 

Mabini Campus, Sta. Mesa Manila 2002-2006

American Accent Training
Informatics Technology College

Caloocan East Avenue January 2007 – March 2007

