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                                PROFESSIONAL PROFILE
· Human Resources • Recruitment• Administrative• Customer Service•


                                              COMPETENCIES
	· Interpersonal Skills

· Responsible and Committed to Work 

· Performs Well Under Pressure 

· Computer Literate

· Adaptable and fast learner
	· Customer Service

· Handles busy switch board

· Ability to meet deadlines

· Team Player

· Multi- tasking ability




EDUCATION:
· Certified Human Resources Management – Zaabel Institute Dubai, UAE

· Aquinas University of Legazpi City, Philippines
· Bachelor of Science in Business Administration – Entrepreneurship

· St. Raphael Academy - Legazpi City, Philippines
· Secondary

WORK EXPERIENCE:

February 12, 2015 to present

Novo Cinemas – Gulf Film LLC. Corporate Office

Dubai, U.A.E

                       HR Personnel Admin/ Recruitment Executive

                       As HR Personnel Admin.

· Handles leave balances, calculations and process all requests (Passport, Official Joining Date, Back to Work, Sick leaves, Maternity leave, Marriage leave, Compassionate, Emergency leave) of UAE, Bahrain and Qatar locations.

· Process Expense Reimbursement of Head Office Employees.

· Respond to inquiries, follow ups pertaining to all employee’s requests.

· Emailing and communicating all processed requests to Finance, head office department and cinema locations.

· Respond on employee verifications from bank agents.

· Preparing Letters such as Salary Certificate, NOC, Employee Certificate, Completion of Probationary.

· Do the Probationary tracking list and sending of Performance appraisal.

· Maintain all employee’s data in the Human Resources filing system.

· Communicates joining date to all departments of all new joiners for payroll purposes.

· Communicates to all newly hired their employment and visa status.

· Coordinate with IT team to create Email ID, Finger print ID, system access and request laptop and PC for newly hired head office employees.
· Gathered pertinent documents of all qualified applicants and keep it in 201 file.
· Prepare online requisition of HR department’s office supplies.

As Recruitment Executive:
· Sourcing and screening of applicants.

· Sending interview invitations and regret note.

· Preparation of Employment Contract in compliance with the law.

· Arranged interviews and do the calendar request of department Heads.

· Conduct confidential interviews, follow-up references and check credit.

· Present shortlisted candidates and provide detailed profile summaries.
November 2014 – January 2015

   Novo Cinemas – Gulf Film LLC. Corporate Office

   Dubai, U.A.E

Receptionist

· Welcomes visitors by greeting them in person or on the telephone.

· Answer, screen and forward all incoming calls while providing basic information when needed.

· Direct visitors by maintaining employee and department directories, giving instructions.

· Assists Marketing departments on their projects whenever needed.

· Received and sort daily mails, deliveries and arranged couriers.

· Update appointment calendars and schedule of meetings.

· Ensure that conference room is well maintained and organized. 

· Perform other clerical duties such as filing, photocopying.

· Monitor, request and received of office supplies.

May 12, 2009 to November 2014

Novo Cinemas - Gulf Film LLC.

                       Hyatt Regency, Dubai, UAE

Sales Executive cum Admin Assistant

· Assist and greet customers with courtesy and smile.
· Prepare weekly Requisition of all stocks for Cinema’s confectionary section.
· Prepare Dispatch note and all Summary of Invoices on monthly basis.
· Do the cashier’s cash spot check for all confectionary cashiers.
· Always follows the Standard Operating Procedures.
· Train and assist newly recruit staff and encourage them to work as a team towards business development.
· Achieve sales target by maintaining good customer service relationship and by up selling and suggestive selling.
· Prepare weekly schedules of all concession staff.
· Worked as a reliever during the absence/leave of Cinema Manager.
                       March 24, 2008 to March 16, 2009

                       International Business Development - Fashion Division

The Walk - Dubai, UAE

                       Sales Executive to Shop In- charge

· Welcome and entertain clients and attend to their needs with courtesy and smile.

· Do the Barcode and Merchandizing.

· Cash Handling procedure and Bill Settlement using Retail Pro System.

· Received new items and record stock transfer and prepare Inventory Report and Replenishment.

· Prepare Sales Report on daily and monthly basis.

· Prepare and submit Payroll Sheet on cut off day. 

· Receive and check all deliveries, record defective, lacking and encode new items.

· Follow up deliveries to the Merchandize Coordinator.

· Ensure that all items are categorized as seasonal, new and old stocks.

· Ensure that stockroom is well organized and clean at all times.

January 05, 2005 to February 03, 2008

Food and Life General Trading LLC. 

Karama Dubai, UAE
Senior Customer Service Executive 
· Received telephone calls, take orders, entertain queries and other business related calls.

· Maintains solid customer relationships by handling calls and concerns with speed and professionalism.

· Performs data entry and uses software program.

· Troubleshoot client’s complaint and draft status report on product and service feedbacks and sent to higher Management.

· Performs daily shift day end and send Analysis Report to the higher Management via Outlook Express.

· Prepare Payroll sheet and weekly schedule of all the staff.

· Train and assist newly recruit staff and encourage them to work as a team towards business development.

· Supervise and works as 2nd in- charge in the absence of the Manager.

April 06, 2003 to January 04, 2005

Food and Life General Trading LLC.

Karama Dubai, UAE

                       Cashier 

· Always follow 6 steps in the counter.

· Responsible in Cash Handling procedure and Bill Settlements using POS.

· Always follow Standard Operating Procedures and FIFO System.

· Communicate to customers request effectively associated with gentleness, courtesy and smile.

· Clean the area before and after the operation and practice Clean As You Go.

· Attended seminars and customer service trainings required by the company.

January 2002 to 2003

Homemaker Decoration Supplies

Makati, Philippines
Showroom Secretary
· Entertain clients and attend to the daily transaction of the company.

· Do the file records of sales, banking, order, deliveries and handles Filing of all important documents.

· Prepare quotations of respective clients.

· Prepare presentation, visual aide, and documents for meetings and marketing exercises.

· Remind designers and Engineers on due dates of biddings, compliances, coordination with other departments, coordination with field workers and drivers to expedite project completions.

January 1998 to 2002

Master Staffer’s Consultancy Inc. 

Mandaluyong City, Philippines
Recruitment Assistant cum Administrative Assistant
· See to the Registration and review of pertinent documents of each candidate to ensure input of the right information and data to the system.

· Assist and check applicant’s documents and supporting attachments such School Records, Training Certificates and Employment Records.

· Administer all necessary documentations to deploy them to their respective job assignments. 

· Serve as the representative for Job Fairs in different parts of the Philippines both Manila and provincial interviews. 

· Select and screen applicants for qualification according to client’s requirements.

· Ensure right timings of processing and deployment for our valued clients.

                 _________________________________________________________________________________________                 

                                                  Visa Status:    Employment (visa expiry July 2017)                    
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