


	JOAN
Admin/HR Assistant/Secretary
Joan.347164@2freemail.com 

	

	
	Career Objective
	

	

	Possessing a challenging position with potential for growth and advancement that will enable me to utilize my strong organizational skills, educational background, training, work experience and ability to work well with other people
	

	
	

	
	Skills and Qualification
	

	

	· Earned the degree of Bachelor of Science in Customs Administration
· License Customs Broker in Philippines
· A motivated and independent professional with experienced in secretarial and document control works

· Having a gulf experience in construction industry under the HR and Administration for 3 years, 6 months in Manufacturing Industry and more than 2 years in HR Consultancy/Recruitment Agency.
· A good leader and decision maker with excellent communication and teamwork skills.

· A results-oriented person.

· Computer skills includes: MS Word, Excel, Power Point, Adobe Acrobat 8 Professional

· SOFAR Payroll Management System


	Work Experience
GULF EXPERIENCE

Secretary  - AL JUSOUR HUMAN RESOURCES CONSULTANCY,  ABU DHABI, UAE

                        (June 30, 2014 – Present)
· Handles in preparing and arranging CV’s of candidates as required by the client.

· Arrange and confirm appointments.
· Maintains clients, agent’s confidence and protects operations by keeping information confidential.

· Handling phone calls, incoming mails requiring replies and other material.
· Set up and maintain filing  systems

· Prepare and manage correspondence, reports and documents

· Maintains office supplies inventory by checking stock to determine inventory level.

· Ensures an effective recruitment monitoring system and prompt submission of periodic reports.

· Facilitates in processing the insurance membership, renewal, and cancellation for staff.

· Prepares draft recruitment agreement and contract as required.
· Follow up the agent from time to time the flight schedule for candidates with visa issued and inform the company.

· Provide accurate, efficient and committed office work support in completing daily activities.

· Collect, organize and summarize information as requested.



	

	


Secretary/HR Assistant/Receptionist – Indoors Furniture and Interior Design, ABU DHABI,UAE

                        (March 24, 2014 – June 23, 2014)
	

	· Handling phone calls, incoming mails requiring replies and other material.

· Prepare the Quotations and Bill of Quantities as given by the Marketing Manager.

· Maintains clients, agent’s confidence and protects operations by keeping information confidential.

· Set up and maintain filing systems for customers and employees.
· Prepare and manage correspondence, reports and documents

· Maintains office supplies inventory by checking stock to determine inventory level.

· Provide accurate, efficient and committed office work support in completing daily activities.

· Maintains attendance reports, leave records, trip records and logs
· Assist in preparation, calculation of employee’s monthly salary, overtime and other incentives.
· Handles timekeeping / payroll of employees
· Assist in preparation, calculation of employee’s monthly salary, overtime and other incentives.
· Responsible for the safekeeping and confidentiality of the Employees payroll.
· Prepared and facilitates clearance for separated employees.
· Submits HR report and other reports required by the HR Manager
Admin. & HR Assistant – SPK CONSTRUCTION, ABU DHABI,UAE

                        (November 2010 – November 2013)
· Handles request and responsible in maintaining the personal files of the workers, paper or electronic files.

· Responsible for keeping track of records related to the employees.

· Disseminate information through telephone or email services. 

· Handles in preparing the documents for the visa processing, insurance application and other related documents related to worker’s profile.

· Handles the processing of renewals and cancellation for insurance of workers/staff.

· Prepares the monthly report of workers to be submitted to the head of department.

· Handles ticket inquiry/booking for staff and workers.

· Assist the P.R.O in preparing the related documents used for Immigration and Labour Office

· Responsible in preparing the documents for processing cancellation of visa and work permit for staff/workers.

· Responsible in record keeping for workers and staff’s profile and maintains the sensitivity to confidential matters.

· Maintaining confidentiality in all aspects of work.

· Updating the Staff Leave and Medical Leave

· Responsible for the computation of workers payroll using the Sofar Payroll  Management System
· Checking & Computing  Claims, Overtime for Staff (monthly basis)

· Preparing Payment Requisition Form (e.i for Petty Cash replenishment and other related payment request under the department)

· Assist/coordinate with the accounts department when it comes to the request of payment of claims and gratuity for staff and workers. 

· Implements the standard procedure of the company in releasing important documents to the worker/staff.

· Perform other related tasks as may be assigned from time to time by the Manager.

DOMESTIC WORK EXPERIENCE (PHILIPPINES)

SECRETARY – FHLEE ENTERPRISES INC., DAVAO CITY, PHILIPPINES
                        (July 2007 – April 2010)
· Received all Administration/Co-ordination jobs including Self Correspondence.

· Handling phone calls, correspondences, diary management, filing of documents, travel arrangements.

· Proficient in using Microsoft packages, in particular MS Outlook, Word, Excel, and PowerPoint, Abode Acrobat 8 Professional, Internet user. 

· Have the ability to liaise and communicate with people overseas and be self-motivated and flexible.

· Handle all incoming & outgoing documents (letters, faxes, emails)

· Screening all correspondence/ documents and forward to the Manager’s perusal

· Experience in handling the front office and administration.

· Responsible in updating the status of the employees.

· Responsible in preparing the vouchers for payables subject for issuance of check payments.

· Ability to work efficiently under conditions of multiple deadlines.

· Responsible for the purchasing task (stocks for Coffee Shop and restaurant)

· Maintain and check daily stocks needed for the establishments.

· Record keeping of expenses and income.

· Check daily schedules for the employees.

· Prepare weekly schedules for the employees

· Responsible for the computation of payroll of the employees.

· Responsible for monitoring daily sales, expenses and employee’s performance.

DOCUMENT CONTROL  – SEA PALM CUSTOMS BROKERAGE, DAVAO CITY, PHILIPPINES
                        (July 2006 – June 2007)
· Handling any technical issues as per instructions by the Manager.
· Screening all correspondence/ documents and forward to the Manager’s perusal.

· Handle all incoming and outgoing documents (letters, faxes, emails).

· File and organize project documents.
· Takes charge in releasing documents.
· Update the monitoring log sheet for whatever documents received from different parties.
· Prepare monthly performance report.
· Takes charge in preparing weekly progress report.
· Process documents for entry at the Bureau of Customs.

· Compute the duties and taxes.
· Pay the duties and taxes at the authorized agent bank


	
	Education
	

	   

	Bachelor of Science in Customs Administration 



     
Holy Cross of Davao College 


Davao City, Philippines


2002 - 2006


	


	
	Personal Details
	

	


       Age 


:  31 yrs. Old

       Sex


:  Female

       Civil Status 

:  Single

       Citizenship

:  Filipino

       Birth Date


:  July 14, 1985

       Visa Status              
:  Company Visa (valid until 11 March 2017)
I hereby certify the information given above is true and correct.
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