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Joan 
Joan.360532@2freemail.com  

ON LONG TERM VISIT VISA
professional profile
A professional recruitment specialist with extensive experience in Hospitality Division, Construction, Energy, Oil and Gas industries, with proven midlevel and executive placement successes. Highly organized with excellent communication, administration & inter-personal skills. Working well on her own initiative as well as leading a team, thriving in target driven and fast paced environments. Highly skilled in the areas of Talent Acquisition, Recruitment Strategy Development, Client and Candidate Management. Detail oriented and resourceful in the completion of projects coupled with excellent multitasking and deadline completion abilities. Proven ability to collect and consolidate, organize and priorities business needs. Good verbal and written communication skills and able to work in multi-disciplined team environment.

work experience

(June 2012 – March 2017) APT RESOURCES FZ LLE

P12 Rimal, The Walk, Jumeirah Beach Residences

P.O. Box 487177- Dubai, UAE

Job Title: Recruitment Consultant promoted as Supervisor (after a year) / Business Development Executive

· Good knowledge of interviewing techniques & phone screening.
· Ability to draft effective job advertisements.
· Good marketing and interpersonal skills.
· Goal oriented & ability to cope up pressure.
· Handles the tasks of headhunting, identifying and approaching suitable candidates for the right profile.
· Headhunting – identifying and approaching suitable candidates.
· Requesting references & checking the suitability of applicants before submitting their details to the employer.
· Preparing CV’s & correspondence to forward to clients in respect of suitable candidates.
· Screening candidates and interview them, do background checking & finally match candidates to the clients.
· Assist the organization to meet with recruiting goals by providing best recruiting services.
· Recruits, selects & schedule interviews with potential employees required for organization.
· Responsible for the development of the recruitment process and the implementation of recruitment innovations.
· Responsible for building a healthy relationship with internal custom-ers and external recruitment vendors.
· Explore the market best practices in the recruitment & staffing and implement appropriate best practices in the organization.
· Responsible for the placement of full time professionals within commercial and technical areas including Hospitality divisions, Local Manufacturing Companies, Government Sectors, Oil and Gas, Construction and Electro-Mechanical Industries.
· Candidate screening using internet research, internal data-bases, referrals and position specific advertisements
· Posted jobs within portals and conducted in depth telephone interviews with candidates to confirm skills, knowledge, market value, availability and interest in position
· Undertook extensive cross matching of candidates to vacancies, as well as marketing candidates to the Account Executive responsible for individual positions
· Negotiated terms and conditions, remuneration and benefit packages for each candidate together with interview arrange-ment
· Accurate and effective data management including updating and maintaining files, reports and status reviews in preparation for team meetings.
· Performed a variety of employment activities including the study and investigation of possible sources of recruitment, preparing recruitment advertisements and screening CV’s.
· Managed short listing in accordance with vacancies utilizing on-line services and providing vacancy advice to job seekers
· Organized client visit and providing clients with key recruitment assistance.
· Securing RSA copies from each Client for billing reference and invoice preparation
· Generating new leads and calling new clients.
Key clients include:

Dubai World Trade Center, Carlton Tower Hotel, Jones the Grocer, Xclusive Hotel Apartment, Majestic Tower Hotel, Barakat Quality Plus, Farab-Technology, Gallary Lafayette, Doha Consulting Company, Wynd-ham Palace- Qatar, Jordan Palace, Samaya Hotel, Cosmopolitan Hotel, Park Inn by Radisson Hotel, Family Food Center Qatar, Unimar Building Services, Al-Ghalia Group in Bahrain
(January 2002 - May 2012) ADMIRAL OVERSEAS EMPLOY-

MENT CORP.

2nd Floor Rm 201/202/204 G.K.Chua Bldg. Sanciangko St., Cebu City

Job Title: Recruitment Operation In-charge/ Secretary

· Worked within the recruitment team to provide effective and quality recruitment services, including sourcing candidates via referrals, advertisements, job fairs, networking and various business development activities
· Performed pre-screening and salary pre-negotiations to ensure candidate suitability, coordinating interviews and acting as mediator for successful interviews, salaries and other employment issues
· Interviewed and shortlisted candidates, negotiated job offers, terms and conditions, collected necessary candidate documents prior to trade test schedule, organized and assisted with client visits, provided accurate reporting and feedback on recruitment run and updated list of manpower requirements
· Worked within a high volume targeted environment responsible for the placement of full time professionals and skilled workers within the Construction Industry.
· Conducted recruitment missions, sourced active and passive candidates, matched candidates to positions, negotiated salaries and undertook associated administration.
· Handled GCC Construction Clients providing them with suitable CVs to satisfy their manpower requirements
· Communicated with international clients in regards to their project standards
· Arranged interview missions for clients while managing time and resources.
· Pre-screening of CV’s and database development using candidate referrals and other networking skills; including out sourcing CV’s through available Internet Job Portals
· Assisted clients and applicants in salary negotiation, recruitment process, securing Visa requirements, flight details and other tasks to assist with candidate joining process.
Key clients included:

Kharafi National- Kuwait, Dodal Pte Company Dubai & Qatar Projects, Consolidated Contractor International Company, Midmac Contracting Company, ADCC-Aktor, Universal Sodexho- Qatar, Teyseer- Qatar

(June - December 1997) JOLLIBEE MANGO

Magallanes St., Cebu City

Job Title: Account Executive/Telephone Operator

(February - May 1994) Department of Environment & Natural

Resources

Cagayan De Oro City

Job Title: Office Clerk

education
Bachelor of Science in Psychology

Southwestern University Cebu City, Philippines

School Year (2000 - 2001)
trainings and seminars attended

Workshop on MultipleIntelligence
Work Ethics & Professionalism Seminar

Leadership TrainingSeminar
References are available upon
