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Mergenia 

E-mail: mergenia.369865@2freemail.com 
Position Applied: Human Resources Manager 
Objective

Searching for a career opportunity in the Human Resources Department where I would be given a chance to handle challenging responsibilities, and contribute my expertise for the development of the company.
Educational Qualification

Bachelor of Arts in Political Science 

Laguna College of Business and Arts 
Philippines
Skills and Knowledge
· Knowledge in Kuwait Labor Law

· Human Resources and Administration Management
· Microsoft Office Skills
Industry

· Oil and Gas, Construction
· Hospitality (Hotels)

Competencies
· Ability to multi-task, learn and adapt new role and job descriptions, carry out responsibilities effectively.
· Effective problem-solving ability , conflict resolution
· Good communicator
· Writing Company Policy, employee handbook, and standard operating procedures, creating forms for documentation.
Personal Profile

Nationality              
 :     Filipino          
Passport Expiry Date       :     July 28th 2020
Professional History
Hot Engineering & Construction Company (3,500 employees) – Free Trade zone

HR Officer – Recruitment (3rd November till date.
1. Developing Job Description.

2. Develop Job Adverts in the website.
3. Head Hunting. Networking with other recruiters and references who may be knowledgeable about people who have the skills needed.
4. Assists in Selection Process.
5. Conducting telephonic interview and screening to shortlisted candidates and finally working for the finalization of candidates qualification, thereafter forwarding to the concern Department.

6. Liaise with the department regarding the candidate shortlisted interview appointment to confirm about the time and date availability.

7. Calling the candidates for personal interview as per the date and time confirmed and approved by the Departments.

8. Consolidate the required documents such as work experience certificates, educational degree, civil ID copy, and passport copy with residency page.

9. Liaise with the Department Head regarding the selected candidate in order to proceed in preparing offer letters.
10. Calling the candidates to sign the offer letter, negotiating about the joining date availability.

11. Registering the newly-hired candidates in the HR System.

12. Liaising to the administration for the residency transfer of the new joiners.
Main Responsibility

1. To be able to recruit qualified candidates within the specified time and manpower budget.

2. To handle any other recruitment issues that arises in unpredictable situation.

Gulf Drilling and Maintenance Company – Oil and Gas (360 employees) Ahmadi, Kuwait
HR Officer/ HR In-Charge (1st March 2015 till 9th August 2016)
Over-All Human Resources and Administration Management

Employee Relations; Recruitment, On-boarding, Orientation, Compensation & Benefits, Counseling, Employee Performance/Evaluation, Exit Interview, Resignation, Termination procedures, Company Policies, Employee Performance, Resignation, Employee Record, Residency Transfer, Visa Request, Trainings, etc.
Human Resources

1. Communication link between the management and employees, providing advice and guidance counsel in order to solve issues in an effective way.
2. Recruitment-Tracks staff movement, attrition and vacancies and ensure vacancies are filled with suitable candidates within stipulated time using the most effective and cost efficient method and sources, cooperating with the Departments Heads in screening CV’s, interviewing, short listing candidates, and issuing Offer Letters.
3. On-boarding new employees, introducing them to the management, new company, rules and regulations, ensuring that all are provided knowledge and awareness about the job requirement.
4. Consolidates documents of the new joiner such as civil ID, passport copy, employment certificate, etc. for employee files.

5. Compensation & Benefits – Consolidate all the documents regarding Payroll, review for any deductions for sick leave, penalty, mobile excess charge, etc., and do the necessary action, while ensuring that employees are paid in a correct amount, liaising with Accounts Department for payment issues.

6. Manages the HRIS, ensures the proper maintenance and daily updating required.
7. Coordinates with concerned department and General Manager, providing advice as per the Kuwait Labor Law in order to finalize warning letters procedures or termination.
8. Recommends improvement and develop company policies and procedures based on the organization needs, 
Ensures they are aligned with the Kuwait Labor Law, discuss with the General Manager for approval and implementation, overseeing the effectiveness.
9. Ensures that Head of Departments comply with the employee evaluation requirement, new employees for probation evaluation, current employees for quarterly assessment, suggesting ideas for employee motivation.
10. Coordinates with the Head of Departments, suggesting training required for the employees and takes care of the implementation.
11. Responsible in handling the employee resignation, exit interview, cooperating to the Department Heads either the employee is for release, or retention and promotion.
12. Provides support and assistance regarding Compensation and Benefits issues.
13. Handles human resources related unpredictable issues met both internal and external in coordination with the top management.
14. Exercises the decision-making and authority within the Human Resources department.
Administration

1. Coordinate with the Government Relation Officer regarding the transfer of new employee residence, expiration renewal, and terminated employees for release or cancellation.
2. Prepares Ministry of Social Affairs and labors Report or update regarding employee leavers such as resigned, terminated, on vacation, and employee salary amendment (if any).
3. Handles the visa request in the company.
4. Kuwaiti employee Social Security application
5. Work permit application and renewal.
MC Group Hospitality and Advertising (160 employees) - Kuwait
HR Manager (2013 September till 2015 March)

Over-All Human Resources; Recruitment, Employee On-Boarding & Orientation, Job Description, Performance Evaluation & Training, Counseling, Resignation and Exit Interview, Leave Management, Employee Requests (Air-ticket, Accommodation, Certificates, etc.)Writing Company Policy and Employee Handbook, HRIS Management, HR Report (turn-overs and new joiners), Attendance, Resignation & Exit Interview, Residency, Ticket Reservation, Employee Change of Status
Human Resources
1. Communication link between the management and employees, providing advice and guidance counsel in order to solve issues in an effective way.
2. Recruitment- Tracks the vacancies and ensures being filled with suitable candidates, posting job advertisement, screen CV’s in coordination with the Head of Departments, interviewing, negotiating offers, and issuing offer letters.

3. Coordinates with concerned department and General Manager, providing advice as per the Kuwait Labor Law in order to finalize warning letters procedures or termination

4. On-boarding new employees, introducing them to the management, new company, rules and regulations, ensuring that all are provided knowledge and awareness about the job requirement.
5. Writing job description, discussing with the Operation Manager for approval, finalizing and sending to the Head of Departments for employee acceptance and signature.
6. Writing company policies ensuring the alignment with Kuwait Labor Law, Standard Operating Procedures and Employee Handbook, discussing with the Operation Manager for finalization and implementation overseeing the effectiveness.
7. Ensures that Head of Departments comply with the employee evaluation requirement, new employees for probation evaluation, current employees for quarterly assessment, suggesting ideas for employee motivation.
8. Works with the Operations Manager regarding necessary training of the employees so as to ensure that employees are knowledgeable performs the tasks professionally.
9. Responsible in handling the employee resignation, exit interview, cooperating with the Department Heads and Operation Manager either the employee is for release, or retention and promotion.
10. Provides support and assistance regarding Compensation and Benefits issues.
11. Maintains the employee files, and updating the information in the HR system.
12. Handles human resources related unpredictable issues met both internal and external in coordination with the top management.
13. Exercises the decision-making and authority within the Human Resources department.
Administration
1.  Civil ID/Residency – Transfer, application, renewal, cancellation.

2. Visa Requests.

3. Ministry of Social Affairs & Labor report (employee salary amendment (if any), terminated employees, and on leave.
Accomplishment in the company

· Created the new-opening Company Policies and Procedures.

· Created the HR Standard Operating Procedure
· Established the company’s recruitment agreement in Philippine Embassy, Indian Embassy, 

Nepal Embassy
· Established the company’s credit facility in the Travel Agencies.
· Created the company’s HR and Operations Forms, Job Descriptions.

· Created the company’s HR Master List. 
Edeco Petroleum Services (150 employees) - Kuwait 
Admin Manager (2011 March till 2013 August)

Management Support, Recruitment, Residency Process, Visa Request, New Employee On-Boarding and Orientation, Leave Management, Employee Data Management, Employee Relations, HR Reporting
· Support delivery of business objectives through timely and successful delivery of HR policies, processes and procedures, ensures the alignment in Kuwait Labor Law.
· Ensure the organization’s performance management policies and procedures are followed consistently.
· Supports the management in administrative tasks.

· Ensure HR management of internal vacancies, staff transfers and promotions and keeping line managers informed of vacancy management, and that vacancies are filled in with suitable and qualified candidates according to the positions requirements.

· Ensure efficient and smooth onboarding processes to minimize attrition and provide the best first impressions of the organization for all new employees.

· Ensure staff accommodation meets workforce needs (numbers, budget are offer to employees).

· Ensure policies and procedures are kept up-to-date and all accommodation and assets are maintained to required standards. 
· Responsible for employee data integrity through ensuring that employee data processes and procedures are followed and that the HR team updates the employee database and paper files on a regular basis.
· Ensure HR provides a pragmatic and consistent service for managers and staff on all aspects of 
Employee relations from attendance, conduct, disciplinary, grievance, performance issue, employee exit/dismissal.
· Responsible for providing weekly HR management reports for top management. 
A’amal Holding Company (Le Royal Hotels, Ritz Hotel, Corniche, Diet Care, Bazza Restaurants)
Group Human Resources Officer (2009 February till 2011 March)
Counseling, Orientation, Recruitment and On-Boarding, Resignation and Exit Interview, Employee Requests (Leave process, Air-ticket, Accommodation, Certificates) Policies and Procedures, Development of KPI, Database, Employee Appraisal, HR Report (turn-overs and new joiners), Performance and Salary Review, Attendance, Residency, Ticket Reservation, Employee Change Of Status
· Handling the Human Resources Department for the various requests and issues under the company such as employee grievances and providing counseling in the absence of HR Manager
· Coordinates with the HR Manager in revising job description based on the needs of the department, developing KPI and revising Policies and Procedures.

· Responsible for the Employee Change of Status, implement any increase and promotion.
· Process the leave requests, air ticket, and attendance report of the employees.

· Screening CV’s, calling applicants, interviewing, evaluation, recommendation to the line Managers, preparing exams, drafting and giving offer letters.
· Explains the offer letter and job description of the new-hired.
· Induction of new employees which includes the following duties and responsibilities.

          -Compiling relative document.
                        -Creation of employee files.
          -Updating of employee data and information on the master list.
          -Employee orientation. 

· Receives documents and processing the papers given by the employees for signatures and documentation.
· Sends report to the payroll officer and government relation officer, providing them the necessary documents needed to ensure that the new joiners’ residency will be taken care, and that they will be included in the payroll.
· Provides information to the HR Manager about the employee record including staff turnovers and new joiners.
· Ensures that new joiners are given on time appraisals as per the joining date and probation period. 
· Coordinate with the Payroll Officer for the employee payment settlement and all payroll related matters, ensures that the employees receive salary. 
· Responsible for the exit interview of the employee resignation.

Accomplishment for A’amal Holding Company
· Organized 360 employee files of the company and prepared the Master List/Database.

· Established the company’s credit facilities to the Travel Agencies for the employee ticket reservation.
Character Reference

Can be provided upon request                                                                                                             
