 Joricar 
 Joricar.360615@2freemail.com  
Presently looking to progress a career within the HR industry by joining an exciting and ambitious company that rewards ability and hard work.

EDUCATION

COLLEGE DEGREE

Bachelor of Arts Major in Psychology (2007-2011)

Central Colleges of

the Philippines

· Cum Laude
· Consistent Deans Lister
· Vice-President of Psychology Society (S.Y. 2010-2011)
· Psychological Association of the Philippines – Junior Affiliates


EXPERIENCES

	APRIL 2016
	HR COORDINATOR

	up to Present
	Human Resources Department

	
	TIME Hotels LLC., Dubai, UAE

	
	

	
	-   Assist with day to day operations of the HR

	
	functions and duties.

	
	-   Responsible for maintaining a fully functioning

	
	Human Resources Department including

	
	employment, screening, referrals, personnel

	
	record keeping, compensation and benefits, work

	
	permits and visa processing.

	
	-   Provide clerical and administrative support to

	
	Human Resources Department.

	
	-   Compile and update employee records (hard and

	
	soft copies).

	
	-   Process documentation and prepare reports

	
	relating to personnel activities (staffing,

	
	recruitment, training, grievances, performance

	
	evaluations, etc).

	
	-   Coordinate HR projects (meetings, training,

	
	surveys, etc) and take minutes.

	
	-   Deal with employee requests regarding Human

	
	Resources issues, rules, and regulations.

	
	-   Assist in payroll preparation by providing relevant

	
	data (absences, bonus, leaves, etc).

	
	-   Communicate with public services when

	
	necessary.

	
	-   Properly handle complaints and grievance

	
	procedures.

	
	-   Creates a comprehensive and sustainable

	
	employee engagement strategy.

	
	-   Initiates interactive activities to promote employee

	
	satisfaction and development.

	
	-   Takes over HR responsibilities in the absence of

	
	HR Manager.


	MAY 2014 to
	HR AND EXECUTIVE SECRETARY

	FEBRUARY 2016
	Human Resources and Executive Department

	
	Golden Tulip Sharjah Hotel Apartments, Sharjah, UAE


-
Answering phone calls, dealing with enquiries and provide general information to job

applicants regarding HR procedures.

-
Preparing and issuing employment contracts to new employees.
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PERSONAL INFORMATION

Born on March 28, 1990, a Filipino citizen and residing in UAE. A young professional with strong interpersonal and organizational skills. Demonstrates a positive attitude, strong work ethic, and a keen desire to learn and grow.

COMPETENCIES

· HR Services and Operations
· Recruitment and Selection
· Payroll and Benefits Administration
· Employee Relations
· Performance Management
· UAE Labour Law
· Employee Happiness and Engagement
KEY POINTS

· Employee engagement and activities.
· Employee recognition and reward system.
· Ongoing projects for employee satisfaction and development.


-
Organizing induction ceremonies and training for new staff.

-
Updating both manual and electronic personnel records when employee’s personal details change.

-
Involves in the performance review of employees.

-
Assisting with the recruitment and selection process.

-
Screening telephone calls for the senior recruitment managers.

-
Writing job adverts and posting them on online job portals.

-
Managing an employee’s sickness records and

paperwork.

- Handles disciplinary and grievance procedure. - Payroll and attendance processing.

-
Ensuring the confidentiality of sensitive information.

-
Acting as the first point of call for managers on employee relations.

-
Process all paper flow in and out of the General

Manager’s office.

-
Prepares and performs follow-up reports or special assignments.

-
Compose replies based on organizational practice, policies and procedures at the direction of the General Manager.

-
Assigns and distributes work under general

	
	direction to other clerical and office employees.

	
	-   Performs secretarial duties as requested by the

	
	General Manager/Operation Manager.

	
	-   Providing direct support to the General

	
	Manager/Operation Manager.

	APRIL 2012 to
	HR ASSOCIATE – RECRUITMENT AND SELECTION

	APRIL 2014
	Human Resources Department

	
	Megawide Construction Corporation, Philippines

	AUGUST 2011 to
	HR ASSISTANT - GENERALIST

	MARCH 2012
	Human Resources Department

	
	WorthPro Staffing Inc., Philippines


CHARACTER REFERENCE

Available upon request.

