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      EDUCATIONAL ACHIEVEMENTS
Bachelor of Science in Computer Science
Philippine Christian University






Manila, Philippines (March 1999)
HR and Admin Basic 



Dubai, UAE






 (2016)

HR and Admin Intermediate 

Dubai, UAE







 (2017)

  BUSINESS EXPERIENCE
HR Administrative Coordinator

Nov. 1, 2016 – Mar 30, 2017
Econosto Mideast B.V. (ERIKS Group)
Dubai, United Arab Emirates
Directly reporting to the Administration Manager cum Executive Secretary of the Managing Director / Cluster Director and the HR Manager.

· Primary point of direct Administrative and HR contact. 
· Provides confidential  Administrative and HR  support for the Director, Senior  Managers and Area Managers.
· Prepare documents for renewal of employment visa and for new employees. Coordinate with the PRO.
· Prepare travel arrangement (visa, hotel accommodation, air ticket, ok to board, transportation) of agents / clients, board of directors from abroad.
· Responsible in managing the schedule/calendar, screening, travel arrangements and handling telephone communications, medical insurance of the company, annual claim air ticket, boarding pass, employee accommodation, transportation, visa (internal & external staff)
· Explains company personnel policies, benefits and procedures to employees.
· Handles and manage trainings, induction / workshop, training room, manual training books, schedule of interviews and assists candidates
· Prepare & distribute certificates recognition  (salary, employment and working experience certificate, no objection letter, letter to bank).
· Update Employee Master List (visa & passport expiration, birthdays, medical insurance, validity and other details inclusive family members).
· Handles Staff Company mobile and sim 
· Manage & Coordinate – travel agency, insurance company, company transportation, training company and maintenance company
· Provides presentation and expense quarterly report. Prepare expense declaration form of the Administration Manager cum Executive Secretary, Managing Director, Cluster Director, Senior Managers and Managers.

Manage Office 
· Main contact person of all employee (internal & external, agents, suppliers)

· Assists, Train and Team Leader of Admin department (DXB, AUH and QATAR)

· Manage Reception Area – maintenance, clients/ customer inquiries & complaints and Implement rules

· Manage, update expiration and renewal of company license& maintenance contracts.

· Manage and handles company staff transportation and lease car (servicing, contracts)

· Manage & inventory of office Supplies / Requirements.

· Manage set up occasional gatherings/events, business meetings, business dinner/lunch and exhibitions.

Administrative Assistant cum         






  May.  ‘10 – Oct. ‘16
Senior Receptionist      
Econosto Mideast B.V. (ERIKS Group)
Dubai, United Arab Emirates
Directly reporting to the Administration Manager cum Executive Secretary of the Managing Director / Cluster Director and the HR Manager.

Administrative Assistant duties
· Effective diary management and planning of the Executive Secretary diary/workload.
· Serves as the main  liaison of all internal & external staff.
· Entrusted for decision making such as :

· Travel arrangements (air & booking), OK to board process, visa application for internal & external staff, transportation, check in  online (boarding pass).

· Coordinator - Travel Agency, Hotels and other suppliers to discuss contract, corporate rate/prices and payment terms, credit facility.
· Database administration – all senior managers passport & visa expiration as well as the managing director, credit card, skywards, expenses and other maintain the highest level of confidentiality.

· Arranged and scheduled conference room for meeting & conferences.
· Wrote reports and correspondence from dictation and handwritten notes.

· Maintained an up-to-date department organizational chart:
· Supervise, monitor and properly routed& filling of agreements, contracts, company licenses, and 
lease car of the company, vehicle registration, police report, replacement and servicing, contracts, fuel reimbursement (expense declaration).
HR Assistant duties
· Handles and manage medical insurance of the company
· Handles and manage the annual claim air ticket and boarding pass of the company. 

· Prepare spreadsheet report every end of the month

· Handles and manage Trainings / workshop. Set up the training room

· Manage and update Employee Master List (visa & passport expiration, birthdays, medical insurance, validity and other details inclusive family members).

· Send announcement of birthday celebrants, birth of newly born, weddings, lost & found to all staff and other activities / memos

· Handle and manage company transportation

· Schedule meeting and assists candidates for interview.

· Prepare documents for renewal of staff visa and for new staff as well and coordinate with the PRO.

· Main contact person of internal & external employee for any HR inquiries.
Finance Support: 
· Receive and approved all incoming statement of account, invoices for payment (Dubai, AUH and Qatar offices).

· Prepare and submit expense declaration form.

· Handle and manage petty cash.
Warehouse Support:

· Monitor, record, and file all Forklifts (insurance, registration card, and passing papers) of the company and which are due for renewal. Provide all necessary documents to the PRO for the renewal, testing & passing of Forklifts.
· Liaise with the Insurance company for the issuance of Insurance 

Supply Chain Support: 
· Purchase company stationeries supplies, printing of letterheads, business cards, delivery orders, vouchers, catalogues, give away, furniture’s and other requirements of the company.
· Request quotation, payment terms, samples.
· Check and Keep on track all ordered items, DO’s and see to it to be delivered on time.
· Prepare and raise Local Purchase Order – Oracle – Orion 10.6, Citrix and Sage 500 ERP.
Manage Office 
· Main contact person of all staff (internal & external, agents, suppliers)

· Assists, Train and Team Leader of Admin department (DXB, AUH and QATAR)

· Manage Reception Area – maintenance, clients/ customer inquiries & complaints and Implement rules

Senior Receptionist     


          
           




 Aug ’08 – Apr ‘10
Econosto Mideast B.V. (ERIKS Group)

Dubai Investments Park

Directly reporting to the Executive Secretary & Administration Manager of the Managing Director
· Purchase of office supplies/ stationeries & inventory, distribution
· Handles and manage the office specially the Reception (maintenance for the air fresheners, delivery of drinking water, collection of skip /waste, catering, arrange conference room for meeting 

· Maintain cleanliness of Reception Area

· Set rules in the Reception to be implemented Handles and manage agreements / contracts / licenses and invoices under the scope of work of Admin Dept. (AUH & Dubai office)
Receptionist










 Aug.’06 – Aug.’08
Econosto Mideast B.V. (ERIKS Group)
Dubai Investments Park
Front-Desk Reception work:
· Main contact person of all internal & external staff.
· Team leader of the department.
· Delegates works during the absence or leave of my team mates (DXB –AUH)

· Train new comer in the Administration Department.
· Maintain the front desk 
· Received and distributed faxes and mail in a timely manner.

· Received and screened a high volume of internal and external communications, including email and mail.

· Prepare outgoing couriers & rreceives incoming couriers/post/shipment.

· Coordinate courier regarding  cheque collection, delay or loss of shipment, staff & customer and reception area in a neat and organized fashion.
· Managed receptionist area, including greeting visitors and responding to telephone and in-person requests for information. 
· Carry out support functions such as repair and maintenance of office equipment.
· Served as central point of contact for all clients/customers needing to gain access to the workshop.

· Respond to queries, complaints, request put forward by customer queries
    Trainings Attended


· Effective Time Management 28th Aug 2007

· Assertiveness at Work & Beyond 19th June 2008

· Writing Skills for Business 21st Aug 2008

· ISO 9001 – 2008; Transition Training 19th Aug 2009

· Basic Presentation Skills 6th& 13th Sep 2010

· Excel Training - Advance Excel 2003 (2012) & Advance Excel 2010 (Dec 2014)

· Effective Business Communication Skills - Dec 2014

· Customer Service Workshop – April 2016
· HR Symposium Seminar (UAE LAWS, CONTRACTS) – March 2017
Reference
Available upon request[image: image3.bmp]
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Lichell 


Dubai, U.A.E


Personal Information


DOB		:    Sep. 27, 1978


Gender		:    Female


Nationality	:    Filipino





Contact Information


Email : � HYPERLINK "mailto:Lichell.366445@2freemail.com" �Lichell.366445@2freemail.com� 





IT Literacy


MS Office skills (MS Word, Excel, Power Point, and Outlook) & Oracle – Orion 10.6, Citrix and Sage 500 ERP





Key Skills


A dynamic team leader and able to coach, manage, and motivate team & others to achieve potential and meet objectives.


Organized and detailed oriented


Excellent written and verbal communication


Office Management


Travel Coordination


Time Management


Decision Making


Ability to handle sensitive information confidentially


Reporting & Presentation skills


Data Entry





Professional Summary


Versatile, dedicated, focused, who excels at prioritizing customer service, front desk operation, office management skills, strong planner, completing multiple tasks simultaneously, problem solver, who readily adapts to change, works independently and exceeds expectations. Ability set priorities and meet deadlines without compromising quality.





Career objective


I am well presented, efficient and experienced professional in HR industry and in Administration and can handle multi tasking.  I am also able to work under pressure to give optimum results as needed. Challenges are my best friend. I am seeking a new and challenging role within an ambitious and successful team that will enable me to make an effective contribution to the organization while continuing my own career development.
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