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Aizel 
STRENGTHS AND QUALIFICATIONS
· Highly organized and dedicated, with a positive attitude.

· Highly flexible and adaptable performer, adapt in multi-tasking and thriving in a fast paced environment while coordinating numerous time-sensitive projects.

· Can communicate effectively in English, quick learner and able to adapt the new environment
PERSONAL DETAILS
Age

: 29 y/o

Place of Birth : Lipa City,   Batangas, Philippines 
Civil Status
: Single

Religion
: Christian
Height

: 5’2’

Weight
: 52 kgs.’
Visa Status
: Employment Visa  

WORK EXPERIENCE:
HR & Admin Coordinator cum Executive Secretary
Nasco Trading L.L.C.

(Elevators, Residential & Industrial Garage Door, Traffic Barrier, Automatic Gates & Dumb Waiter Trading Company)
Al Quoz Industrial Area 3, Dubai, UAE

March 2013 to March 2017
Duties and Responsibilities: 
· Report and consult directly with CEO/Chairman, Managing Director and Managers about company policies and procedures, and whenever necessary in helping them. 
· Maintains a detailed record of the turnover, researches, and formulates strategies which effectively aid in employee-related aspects.
· Responsible for assessing, sieving, and interviewing candidates for available positions; and making referrals of well-qualified and skillful applicants
· Prepare all types of employment contract, offer letters, etc.
· Responsible in gathering necessary documents for visa application and applying for employment visa.
· Monitor all expiries of documents such as visa, passports, labor cards, tenancy contracts, trade license, etc.
· Handle and process annual leave, sick leave, pending off request, contract renewal, etc. and ensure all documents are approved by their respective department managers.
· Responsible for reserving all staff flights for inbound and outbound.
· Prepare all types of admin letters such as NOC (No Objection Certificate), internal and external memoranda, inquiry letters, employee’s increment letters, etc.
· Enroll new employees for the medical insurance scheme and follow-up all insured employee’s claim for reimbursement.
· Coordinate with concerned personnel and the Managing Director regarding the forwarders and suppliers for shipment (lift, traffic barriers, and gate operators’ materials).
· Monitor and order stationery items for the department, minimizing where possible to avoid over expenditure.
· Responsible for making payments such as company bills and personal bills of the CEO and Managing Director and family.

· Responsible for segregation of files and documentation.
EDUCATION
Bachelor of Science in Information Technology (2008)

First Asia Institute of Technology and Humanities
Batangas, Philippines

SKILLS and COMPETENCIES:

Language:
English & Tagalog (native)
· Read

· Write

· Speak

Excellent in the use of Microsoft Applications including:

· MS Word

· MS Excel

· MS PowerPoint
· MS Outlook

Knowledgeable in operating and troubleshooting office machines including:

· Fax

· Photocopier

· Scanner

· Printer
Production Staff/Inventory Controller
Nippon Micrometal Corporation Phils.
 (Bonding Wire Semiconductor Manufacturing Company)
First Philippine Industrial Park, Philippines

May 2010 to February 2013
Duties and Responsibilities: 

· Maintain orderly appearance of register area supplies stocked.
· Maintain an adequate inventory of office supplies
· Communicate and coordinate activities and promptly resolve issues and concern within departments as well as third parties to ensure dissemination of information.

· Manage and oversee the entire departmental administrative operations of the organization.
· Maintain the general filing system and file all correspondence
· Recommends potential products or services to management by collecting customer information and analyzing customer needs.
Customer Service Representative
Silver Online Solutions
(Online data tracking thru email and calls support)
Batangas, Philippines

December 2008 to June 2009
Duties and Responsibilities: 

· Ensure that each customer receives outstanding service by providing friendly environment, which includes greetings and acknowledging every customer.
· Remain calm, patient and polite, if receiving customer feedback

· Be helpful and go out of your way to help our customers

· Be friendly, smiley, sociable and welcoming to our customers, to create a great atmosphere
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“Never doubt that a small group of thoughtful, committed, citizens can change the world. Indeed, it is the only thing that ever has.” 
― Margaret Mead

