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SUMMARY 


· Profile:


24, Single
· Nationality:

Filipino
· Preferred Location:
United Arab Emirates

· Visa and Availability:
Working Visa
· 2 years’ experience in HR Recruiter in Recruitment department (Healthcare Industry).

· 2 years’ experience in Sales Mobile phones and gadgets.
· 2 Years’ Experience in Hotel & Restaurant Services, Catering, and Customer Service
· 1 Year Experience in School Assistance/Document Controller
Education:
· Bachelors Degree (Undergraduate): Bachelor of Science in Fine Arts (Eulogio Amang Rodriguez Institute of Science and Technology) Philippines.
EMPLOYMENT RECORD
HR Recruiter

       Western Desert Manpower Supply

       Abu Dhabi, United Arab Emirates
       2015 – till present
      Job Description: (Healthcare Recruiter) Current Designation

· Reviewing applicants' resume/curriculum vitae

· Placing and assigning employees at clinics, hospitals, and other medical facilities

· Communicating efficiently with employers and employees ensuring the needs of both are met in a timely and effective manner

· Performing background checks on potential employees, as well as checking upon given references, transcripts, and credentials

· Negotiating salary, problem-solving, and counseling, therein establishing a rapport with the job candidate
      Job Description: (HR Recruiter)

·  Establishes recruiting requirements by studying organization plans and objectives; meeting with managers to discuss needs.

· Builds applicant sources by researching and contacting community services, colleges, employment agencies, recruiters, media, and internet sites; providing organization information, opportunities, and benefits; making presentations; maintaining rapport.

· Determines applicant requirements by studying job description and job qualifications.

· Attracts applicants by placing job advertisements; contacting recruiters, using newsgroups and job sites.

· Determines applicant qualifications by interviewing applicants; analyzing responses; verifying references; comparing qualifications to job requirements.

· Arranges management interviews by coordinating schedules; arranges travel, lodging, and meals; escorting applicant to interviews; arranging community tours.

· Evaluates applicants by discussing job requirements and applicant qualifications with managers; interviewing applicants on consistent set of qualifications.

· Manages new employee relocation by determining new employee requirements; negotiating with movers; arranging temporary housing; providing community introductions.

· Improves organization attractiveness by recommending new policies and practices; monitoring job offers and compensation practices; emphasizing benefits and perks.

· Manages intern program by conducting orientations; scheduling rotations and assignments; monitoring intern job contributions; coaching interns; advising managers on training and coaching.

· Avoids legal challenges by understanding current legislation; enforcing regulations with managers; recommending new procedures; conducting training.

· Updates job knowledge by participating in educational opportunities; reading professional publications; maintaining personal networks; participating in professional organizations.

· Accomplishes human resources and organization mission by completing related results as needed.

Sales Representative

Connect Me Mobile Phones

Abu Dhabi, United Arab Emirates

2013-2015
Job Description

· Services existing accounts, obtains orders, and establishes new accounts by planning and organizing daily work schedule to call on existing or potential sales outlets and other trade factors.

· Adjusts content of sales presentations by studying the type of sales outlet or trade factor.

· Focuses sales efforts by studying existing and potential volume of dealers.

· Submits orders by referring to price lists and product literature.

· Keeps management informed by submitting activity and results reports, such as daily call reports, weekly work plans, and monthly and annual territory analyses.

· Monitors competition by gathering current marketplace information on pricing, products, new products, delivery schedules, merchandising techniques, etc.

· Recommends changes in products, service, and policy by evaluating results and competitive developments.

· Resolves customer complaints by investigating problems; developing solutions; preparing reports; making recommendations to management.

· Maintains professional and technical knowledge by attending educational workshops; reviewing professional publications; establishing personal networks; participating in professional societies.

· Provides historical records by maintaining records on area and customer sales.

· Contributes to team effort by accomplishing related results as needed

Service Crew 
Jollibee Fast Food Restaurant
Makati City, Philippines

2011-2013
Job Description: (Service Crew)
· Welcome customers as they come into the restaurant

· Help customers to settle down and also take their orders

· Process customers’ orders and generate their bills

· Provide answers to queries presented by clients regarding services and offers made available by the restaurant

· Clean all tables after clients have left and get such tables prepared for the next set of clients

· Serve and pack warm foods to clients in an effective manner and in strict accordance to the orders of such clients

· Assist kitchen staff and outdoor delivery staff whenever such assistance is required

· Maintain chart of all available deals and products periodically and refresh such chart on daily basis.
School Assistant (Library)
UMAK, University of Makati
Makati City, Philippines

2010 – 2011
Job Description:
· Check out and check in books, journals, reserve books and other library materials.

· Process holds recalls, renewals and other patron requests.

· Sort books for shelving.

· Answer basic informational, directional and library policy questions, help patrons locate materials in the stacks, provide basic copy machine assistance.

· Assist with document delivery scanning and processing interlibrary loan, borrow direct, and Call Slip requests.

· Assist with course reserve processing.

· Answer phone calls, reply to e-mail directed to the circ desk, process the daily circulation notices (e-mail and paper).

· Accept payments for fines, locker rentals, book sale purchases; issue receipts for same.
· Record and tally usage statistics and exit gate readings.
      Education:
· Bachelors Degree (Undergraduate): Bachelor of Science in Fine Arts (Eulogio Amang Rodriguez Institute of Science and Technology) Philippines.

· Secondary : Bangkal National High School.

· Primary : Hen. Pio Del Pilar Elementary School.
SKILLS
· Computer Knowledge in Microsoft Office (Word, Excel), Internet
· Able to handle all type of arrangement for staffs.
· Capable to adapt new techniques related to field.
· Fluent in Enlish.
PERSONAL INFORMATION
· Single
· Christian

· DOB: 07 / 01 / 1993

