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MARA 

MARA.37188@2freemail.com 

CAREER OBJECTIVE: To be a part of highly competitive and dynamic company which offers great opportunities and personal growth in the field of modern industry and to apply my management, administrative and training skills in an organization that values dedication, integrity, pro-activeness and excellence.
WORK EXPERIENCE:
An extensive background in Full Spectrum of Human Resource that includes HR Administration, Compensation and Benefits, Payroll and Employee Relation and  Corporate and Contract Recruitment. To include full cycle of employment practices from candidates domestic and abroad. I spearheaded comprehensively with Directors and project managers to gain understanding of the human resource requirements. Industry experience is in Constructions, Information Technology, Telecommunications, Oil & Gas, Manufacturing, Sales and Engineering.
ENLIGHTEN FURNITURE DECORATION CO PTE LTD 
Senior Executive – Human Resource 
18 Loyang St. Singapore 






July 2013 - Present

Guides and manages the overall provision of Human Resources services, policies, and programs for the company
Identifies staff vacancies and recruit, interview and select applicants.
Allocate human resources, ensuring appropriate matches between personnel.
Provides current and prospective employees with information about policies, job duties, working conditions, wages, and employee benefits.
In charge of Employment Visa Passes & Work Permit Visa application, renewal, cancellation and termination
Performs difficult staffing duties, including dealing with understaffing, refereeing disputes, employee dismissals, and administering disciplinary procedures.
 Serves as a link between management and employees by handling questions, interpreting and administering contracts and helping resolve work-related problems.
Plans, directs, supervises, and coordinates work activities of subordinates and staff relating to employment, compensation, labor relations, and employee relations.
Analyzes training needs to design employee development, language training and health and safety programs.
Designed & implemented employee’s salary processing scheme for all the employees, 
Maintaining leave records
Process payroll via Paymaster and ensures timely payment of salaries
Releasing the salary payout monthly and salary slip 
Process Monthly Tax Submission and Annual Tax Filing
Updates Employee Master File on a daily basis and generate Monthly Reports.
Maintains records and compile statistical reports concerning personnel-related data such as hires, transfers, performance appraisals, and absenteeism rates.
Analyze statistical data and reports to identify and determine causes of personnel problems and develop recommendations for improvement of organization's personnel policies and practices.
Plan, organize, direct, control or coordinate the personnel, training, or labor relations activities of an organization.
Prepares exit documentation, coordinates with respective Admin personnel on completion of exit clearance process.
Investigate and report on industrial accidents for insurance carriers.
Represent organization at personnel-related hearings and investigations.
ACCREDIT HR CONSULTANCY PTE., LTD




Senior HR Consultant
Ang Mo Kio, Singapore








January – July 2013
Managed the whole recruitment process, including advertising, screening, matching and placements
Advertised vacancies appropriately by drafting and placing adverts using a wide range of media
Developed new clients/ accounts
Coordinated, negotiates and liaises with Clients on service fee, recruitment and interview schedules
Ability to understand the Clients and candidates needs and ensure that their expectations are met
Prepared candidates’ report with recommendations to clients
Liaised with Admin Officer regarding foreigner passes, renewal & termination
Administered and issued Letter of Appointments and co-ordination of pre-employment matters
Developed and maintained good relationships with Clients.
Offered advice to both Clients and candidates on pay rates, career progression, current market situation, salary research
Maintained employee’s personal records and files.
Conducted exit interview and provide analysis when necessary
Attended to candidates and on board personnel’s enquiries
Handled correspondence regarding HR related matters
Performed other administrative duties related to HR
SEARCHERS & STAFFERS CORP. 






  HR  Executive
Makati City, Philippines








  October 2010 – December 2012

Was in charge of full spectrum of Human Resource and Administrative and focusing on Recruitment
Implemented new HR systems/structure
Reviewed and updated new HR policies and practices.
Carried out orientation as well as implementing induction program to new hire.
Conducted basic training session. 
Handled staff’s grievances and conduct exit interviews.
Researched on new industry players and assists in business development for new accounts
Managed existing accounts and revisits inactive accounts to obtain new search requirements
Coordinated with clients to obtain search positions, specifications and requirements
Sourced for possible candidates using various channels: internal databank, referrals, cold calls, online job portals, job fairs, etc.
Evaluated and assessed the candidate’s skills and behavior through face-to-face or phone interview and/or testing
Composed assessment reports based on interview findings and endorses short list of candidates to the client
Arranged client-candidate meetings and solicits feedback to observe interest levels of both parties
Conducted reference checking on candidates identified by clients
Negotiated mutually beneficial agreement between the client and the candidate
Monitored the transition of the candidate to the client to ensure endorsement is successful
Regularly updates talent map per segment/function
Served as account manager to client organizations and cultivate ongoing relationships
Devised recruiting strategy and mentors a total of 200 on board personnel
SL SEARCH CORPORATION







 Senior Recruiter
Makati City, Philippines








 August 2008 – October 2010
Extracted Leads from Job street, JobsDB, Workabroad and other Job sites. Executes text blast and Email Blast for recruitment
Received and recorded job vacancies, information from the employer. Responsible for screening leads from job sites, reviews applications and schedules candidates for the face to face interviews
Prepared Summary of Qualifications of short listed candidates and send it to clients. Arranges schedule of interview of the candidate with the client. Informs and updates candidates about the interview results. 
Negotiated pay, salary rates and package, finalizes arrangements between clients and candidates. Coordinated with the Processing and Documentation Team with regard to the needs and requirements of the selected candidates
SCHEELING PHARMA CARE LINK 





Medical Representative
Pasig City, Philippines








March 2008 – August 2008 
Plan, organize and execute product presentation to physicians and pharmacists regarding the therapeutic use of the product, mode of action, features and benefits;
Plan each call through the proper identification of appropriate product or products to promote, which sales tools to use and the right schedule to execute the call
Calling on pharmacies to create awareness and educate clients on products and sell to target accounts;
Observe, record and report competitor activities executed in the territory and identify appropriate counter strategy.
Constantly endeavor to improve product knowledge, disease knowledge and selling skills at company standards in order to deliver appropriate information to physicians effectively and professionally;
Attain assigned sales, prescription and market share goal
EDUCATION: 
Bachelor of Science major in Psychology
Graduated - March 2008 at Dominican College 
CERTIFICATION:
Certificate of Employment Intermediaries with EFMA
National Trade Union Congress Learning Hub Pte Ltd.
Paymaster Training – Payroll System
Citrix Time Management System

Employment Act by SCAL Academy

Work Health and Safety Management

SKILLS & STRENGTH
> Fluent in English (both oral & written) 



> Employee & Industrial Relations
> Proficient in Microsoft Office 





> Training/Career Talks 

> Certified Targeted Selection Recruitment


> HR Events Management
> People Conflict & Problem Solving Management 

> HR Policy

> Compensation, Benefits & Payroll Administration 

> Organizational Development
> Resource and Talent Planning & Management 

> Talent Management

 






