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Emily
Emily.349192@2freemail.com  

PROFILE:

I am an avid HR & Admin professional with over 8 years of experience in a fast paced Human Resource department. Incomparable ability to prioritize and execute multiple HR projects and deadlines concurrently. Unmatchable organizational, time management and interpersonal skills. Proficient in administering corporate HR initiatives, providing a broad level of employee relations, retention and training programs and handling complex situations with professionalism and confidentiality. Expert knowledge of ASIA and UAE labor laws influencing personnel actions.
	AREAS OF EXPERTISE
	

	● Employee Services
	● HRMS Administration

	● Salary & Payroll administration
	● Performance Review and Training Management

	● Employee orientation/induction
	● HR policies development& implementation

	● Management of Insurance Benefits
	● On-Boarding& Post Employment coordination

	● Off-Shore Recruitment (India, Sri Lanka, Philippines, etc.)
	● UAE and Singapore Labor Law


	Career History


ADS Securities LLC (FX and Financial Services company), Abu Dhabi, UAE

HR & Admin Officer – October 2010 to October 2016
· Manage employee services, performance management, compensation and benefits requirement and ensure a consistent and integrated approach to all HR process.

· Provide support and implement effective recommendations and continues development of Human Resources process, policies and procedures including discipline.

· Administer and conduct HR new hire orientation, introduce and coordinate other new hire orientation with other department.

· Responsible in recording employee performance reviews and KPI documentation. Carry-out new employee probation assessments, follow up new hire and manager’s feedback and prepares confirmation/extension or unsuccessful probation letter.
· Oversee Health and Life Insurance contract, negotiate renewal, and administer insurance claims, monitoring performance of provider, resolving employee issues and monitor insurance claims incurred

· Manage payroll process, submission of all statutory reports regarding employee increment, deduction, and disbursement of employee air ticket allowance, salary advances as well as any relevant payments and ensure that the reports are submitted on time.

· Responsible in administration and maintenance of HRIS personnel records including family benefits – staff absenteeism, leave management, transfers, promotions, terminations, salary adjustments, medical benefits, air ticket allowance and other benefits and regularly report the updated information dashboard and employee historical data to the Head of HR. 

· Responsible in preparation of employee leavers formalities and documentation, calculate Final Settlement and all benefit entitlements due to the employee. Coordinates visa cancellation process and arrange flight for the repatriating employees and their families.

· Support recruitment team on selection of candidates for other company subsidiary. Pre-screen candidates profile and conduct telephonic interview. Organize video-con and face-to-face interview, prepare offer letter and provisionary employment contract. Liaise employment visa formalities and complete on-boarding process
· Verifies the sales commission and incentive payout, check correctness of report and calculation against commission scheme agreement and entitlement 
· Acts as HR representative to handle external Labor audits and provides professional and efficient HR administrative service to internal customers.

· Respond to general employee inquiry and request. Prepares all Human Capital related documentation including Employee Housing Loan, Salary Advances, Transfer Letters, Promotion Letters and salary certificates

· Liaise on oracle HRMS and time attendance application issues, modification, enhancement and upgrade requirement

· Responsible in mentoring and provide guidance to the travel relation and reception team and provide direct supervision with tea-boys, cleaners and security team.

· Provide remote HR services to Singapore and Hong Kong Office as required. Circulate payroll information and visa application and cancellation to Third Party Contractor (Gateway & Payrollserve) and coordinate with ASIA HR Personnel.

Fine Hygienic Paper FZE (Nuqul Group of Companies, FMCG and Manufacturing company) JAFZA Dubai, UAE 

HR & Admin Executive – April 2008 to October 2010

· Responsible in Recruitment Process. Recruitment request forms, e.g. internal vacancy post, external job advertisement, coordinates with external recruitment consultants. Prepares interview forms, fix appointments for interviews, handles pre-selection and testing. Prepares Offer Letter and Apology Letter.
· Prepares necessary documents for Visa Applications (employment and business travel visas).

· Handles company orientation and induction for new employees and coordinate other mandatory trainings including HSE orientation. Prepares new employee kit and company policy booklet. Introduce new employees to other department and endorse to designated assignment.

· Assist in implementing and monitoring KPI setting and evaluation. Incorporate and records all department/individual training requirements. 
· Source and research external training providers, cost and training scope. Collaborate with Managers, internal and external training providers to develop training and organize yearly training schedules.
· Prepares and organized related Training Materials and documentations such as Nomination Forms, Evaluation Forms & Consent Forms. Prepares report on training feedback, dashboard and keep track of employee training records.
· Monitors and update Probationary Performance Evaluation, Yearly Employee Evaluation and Employee Records.

· Responsible in applying and cancelling medical insurance. Requests medical claim reimbursement and accident claim reimbursement from insurer.

· Maintain and Update Company-wide Daily Attendance Records. Monitors Absenteeism and Late Coming Employees. Entry of Leave Applications, Business Travel Assignment and Overtime Applications. Updates and assign Shift Records.

· Safekeeping of Employees’ Passport. Maintains and update personal files, computerized employee records e.g. annual leave, sick leave, leave without pay, compassionate etc.

· Arrange air booking and hotel reservation for employee Business Travel and company guests. 

· Process employees’ leave application such as leave settlement and air ticket according to leave eligibility 
· Updates and Monitor Global HMRS Personnel Core Datas.

· Coordinate and handles company events (Bi-monthly recreational activities, Yearly Iftar, Annual Parties etc.)

· Handles the company vehicle license registration and insurances renewal, accidents claims, salik replenishment, petrol card, etc. Custodian of office door keys and master keys.

· Issues salary certificates for employee whenever required. Performs any other task/activity assigned as identified by management
· Manage regular replenishment of Office Supplies, Furniture, and Assets Purchases. Requesting Quotations, generation of P.O request, Order from Supplier and payment request.

· Custodian of Department Petty Cash Fund.

· Provide assistance from time to time on employee needs and other administrative functions.
SHOEMART L.L.C (LandMark Group of Companies, Retail Shops) Dubai, UAE 

Sales & Customer Service Associate – June 04, 2006 to April 2008
· Provide the highest standards of customer service by demonstrating excellent knowledge of products and services. Ensures highest standards of merchandising and housekeeping are maintained in store at all times. Ensures that all the sections are neat and clean and all items are priced correctly

· Maintains correct rotation of stock on shelves and correct signage is displayed. Organized and efficient approach to processing incoming and out-going stock, and accurate stock ordering to maximize sales.

 COCOLIFE INSURANCE - HealthCare Division (UCPB Group of Companies), Philippines 

Claims Processor – September 2005 to May 2006
· Receive and review Hospitalization and Medical Benefit of GMI Reimbursement Claims from Direct Client and from Brokers. Evaluate completeness of required documents as proof of reimbursement such as Duly Accomplished GMI Forms, Official Receipts, and Statement of Account from Hospitals etc.

· Monitors outstanding utilizations and balances of member’s benefit limit for the current policy period.

· Prepare computation sheet through data based system, allocate expenses for Room & Board, Miscellaneous and Professional Fees. Check related medicines and non-payable items
· Request for check payments and release check to the brokers and direct clients. Update and Maintain Data Base profile of GMI and TPA Accounts.  Attend to customer’s inquiries related to the reimbursement of hospitalization and medical reimbursement

COCOLIFE INSURANCE - HealthCare Division (UCPB Group of Companies), Philippines
Executive Secretary cum HR Coordinator  – March 2004 to September 2005
· Assist, support and report directly to the First Vice President of HMO Division.

· Prepares and file minutes of Division Weekly Staff Meeting. Handles Petty Cash Funds, CA requests, Liquidations and Reimbursements of HMO Staff and Officers such as travel expenses, foods and representation expenses, and others.

· Conduct final selection and interview for new staff to join the Division, give comments and recommendation to respective managers. In charge with implementation of Division House Rules, reminds company policies as needed, and observance of company ISO procedures. 

· Responsible in viewing incoming communications, internally and externally, dissemination of internal and external memoranda. Handles trip schedules and request of official vehicles and driver. Arrange training room reservation and schedules. Request relievers and additional driver, utilities and company vehicles as needed. Arranges appointments, meetings, travel, seminars and occasional personal request coming from my immediate superior.

CALTEX PHILIPPINES INC. – Maintenance and Upgrade Engineering Division (ChevronTexaco Group of Companies) 

Administrative Assistant /Billing Assistant – December 2002 to February 2004
· Handles requests and provides assistance to the three Maintenance and Upgrade Engineering Managers.

· Responsible on managing and tracking complaints and requests from Caltex Retailer/Dealer (civil, mechanical, electrical and others) as well as contractors, and relay to the in-charge M&U Engineers. 

· Receives and process payments for Service and Sales Invoices from contractors and suppliers. Check and inspect invoice attachments (e.g. Work Request, Work Order, Construction Contract, Field Worksheet and Affidavit of Completion) if completed and matched with Service/Sales Invoice. 

· Directly assign contractor/s to attend on retailers/dealers complaint, as needed especially when M&U Engineers are not available (ex. out of town/country, long duration seminar & training, on field inspection)

· Assists on creating manual and on-line (SAP) EMR and MEWA. Assists on weekly monitoring of CAPEX Budget and monthly CAPEX Forecast.

· Regularly updates Tank Inventory and Pump Inventory of each CPI Station from Luzon North to Mindanao.

· Arrange and coordinate schedules for internal and external meetings, seminars and others, its venue, time and agenda with M&U Team. Performs general administrative functions and others as directed.

FIRST PACIFIC DAVIES SAVILLS PHILIPPINES – Property Operations Division 
Division Secretary – September 2001 to November 2002
· Submit reports and Secretary to the three Associate Directors.

· Prepares, encodes, files and disseminates letters, correspondences as directed. Handles and screen telephone calls, mails and messages.

· Monitors daily time record of managers and staff assigned to POD as procedures and policies. Assigns relief manager to any project needs assistance as directed.

· Arranges appointments, meetings (internal and external customer) and relay these to persons concerned. Arranges venue and foods for scheduled meetings. Attends to visitors. Arranges driver and vehicle for immediate supervisors.

· In-charge with the liquidation of traveling and other confidential expenses. In-charged with the month-end physical count of stock supplies. Responsible for the yearly physical count of plant assets (i.e. office equipment).

· Responsible preparation and updating of Monthly Reports from Building Managers and submit to the Board of Directors of each Projects. 
COCA-COLA BOTTLERS PHILIPPINES INC. – Corporate Affairs Division 
Administrative Assistant (Internship) – November 2000 to January 2001
· Provides administrative and clerical support to Corporate Affairs Department.

· Assist in preparing daily corporate FYI. Provides assistance in reservation and booking of CCBPI Pavilion Tour

· Assist in preparation of corporate Press Release. Prepares the record of corporate Media Value

	Skills

	LanGUAGE Skills
	Computer Proficiencies

	· IELTS Certified
	· Oracle Application & SAP Literate

	
	· TAS & Sharepoint Literate

	
	· Highly Proficient in EXCEL, POWERPOINT, VISIO & WORD

	
	· Local Area Networking and Internet, Basic Trouble Shooting

	Educational Background


POLYTECHNIC UNIVERSITY OF THE PHILIPPINES

Bachelor of Business Administration - Major: Business Management, Minor: Marketing & Public Relation
	Personal Background

	Visa Status : Spouse Visa
	Civil Status  : Married

	Nationality: Filipino     
	Date of Birth: March 5, 1981
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