POL JOHN



[image: image1.jpg]


E-mail: poljohn.365987@2freemail.com 

	Objective
	To have a Job opportunity that I could enhance my skill and capability in mutual benefit

	Summary of Qualification
	·  With 9 years working experience in GCC
· Great knowledge of contract documents and contract filing    system to properly prepare and maintain solicitations and contract records.
· Strong organizational skills and the ability to quickly adjust priorities.
·  Strong computer experience; deep familiarity with Microsoft Office applications; advance skill level in Excel and Word with a minimum typing speed of 80 words per minute.
· Great Experience in Supervising, Monitoring and Administrative

	Work Experience
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	Aug. 04, 2013-Present            Magnolia RM Investments L.L.C          Dubai, U.A.E

HR Administrator
· Routes incoming mail, prepare outgoing mail and correspondence, faxes and E- mails.
· Organizes and maintain file systems, file correspondence and other HR records.
· Monitors and follow-ups visa of all upcoming new joiners and employees.
· Manage and handles arrangements needed for the arrivals of overseas candidates such as transportation and accommodation.
· Monitors staff accommodation and conduct regular visits to ensure proper maintenance of the company facilities.
· Creates and maintain certain database and spreadsheet files.
· Custodians of employee passports
· Maintain inventory of HR stationaries and equipment’s.
· Creates, maintain and organize employee files.
· Coordinates and schedule trainings needed for new employee, such as BFHT and PIC trainings.
· Prepare Documents, visa application for all candidates and submit to PRO for visa processing. 
· Working closely with the PRO to keep abreast of changes government related Visa rules/requirement and inform the rest of the HR Team of implications to changes.
· Coordinate to the PRO Visa application, Visa Cancellation, Visa Renewal.
· Process and track departing employees Leavers, terminations, resignation and absconders.
· Ensure exit clearance are signed by the respected managers before applying the cancellation.
· Assists all Human Resources Department with administrative duties.
· Pre-recruitment Screening process, scheduling interviews etc.
· Assist in the preparation of offer letter and contracts for the selected employees.
· Tracks probationary review for all employees.
· Ensuring probationary review letters are send on time.
· Monitor and track Occupational health cards, work permit and visa expiration date.
· Conduct monthly store visits for employee concerns and suggestions.
· Stands as the main contact for insurance (Claims reimbursements, employee insurance inquiry)
· Stands as the main contact of HR Department.
Oct. 31, 2008-June 19,2013            Wooden Bakery            Kingdom Of Saudi Arabia

Logistics and Administrative Supervisor
· Supervise Delivery Drivers and Employee Drivers
· Prepare Schedules for all Drivers.
· Plans and schedules appropriate modes of transportation based on daily needs. Schedules the appropriate service line for the situation (across all modes and all trade lanes).
· Works closely with client’s representative to ensure service satisfaction. Analyzes service failures/ issues and implements performance processes to enhance future service delivery. 
•   Responsible for resolving all internal and external client customer service issues in a cost effective and expeditious manner. 
•   Assists all Human Resources Department with administrative duties.

•   Manage and handles arrangements needed for the arrivals of overseas    candidates such as transportation and accommodation.

•   Monitors staff accommodation and conduct regular visits to ensure proper   maintenance of the company facilities.

•   Creates and maintain certain data base and spreadsheet files.

June 2007-March 2008
      ZUELLIG Pharma Philippines
 Quezon city
Sales Coordinator/ Data Analyst
May 2006-June 2007
San Miguel Corp. Phils.
Ortigas Center, Pasig City

Logistics Specialist- Inbound/Outbound



	Personal Data:
	Born: June 19,1983

Age: 33
Place of Birth: Valenzuela City, Philippines

Civil Status: Married


	Education
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	 June 2001- Oct. 2006
Adamson University
Ermita Manila

B.S. Business Administration Major In Management

·  Graduated


[image: image4.jpg]SAN MIGUEL
CORPORATION



[image: image5.png]



	References
	 Available upon Request


I hereby certify that the above information is true and correct to the best of my knowledge and belief.

