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 Arlyn 
Arlyn.69536@2freemail.com 
Career Objective

Seeking for a relevant position where my analytical and technical expertise can be applied in optimizing the operational performance and in contribution substantially towards the growth of the organization.

Qualification Summary

· More than eight (8) years experience in Human Resource and Administrative multitasking functions.

· With strong background and skills in different HR areas like processing and maintenance of Attendance Monitoring System (AMS), 201 file & HR Information System (employees records) database custodian, training coordination, recruitment support, implementation of Bank policies and employees’ benefits, job evaluation and performance appraisal (KRA) administration.

· With training and experience in Customer Support Services.
· Efficient minded with an eye for innovation, productivity, work gracefully under pressure, with flexible personality to adapt in fast paced organization and with an ability to maintain a professional demeanor at all time.
· Proficient in MS Word, MS Excel, MS PowerPoint & Photoshop. Typing speed of 38 words per minute.
· With operating knowledge of office equipments, including scanner, fax, printer and photocopier.

Professional Work Experiences

UTSELL GENERAL TRADING (e-Marketing / Advertising), Deira, Dubai (August 2006 to Present) 
Human Resource / Administrative Support cum Personal Assistant to the Gen. Manager and CEO
· Responsible for posting job vacancy requirements 
· Evaluated qualified applicants & coordinated interview arrangements
· Prepared & monitored employees records and attendance
· Drafted and circulated inter-office memorandum as instructed and approved by the management

· Prepared documents and other relevant materials for the attendees prior to key meetings

· Prepared employee salary certificates
· Assisted worldwide clients with their concerns based on the given procedural guidelines

· Systematically maintained office relevant documents
· Prepared and updated Table of Organization
· Provided support for website online database updates
· Handled coordination of shipping import/export products
· Prepared and coordinated quotations for offered products and services 
· Analysis and charting of information as required by the General Manager & CEO
· Receipt and transmission of documents from and to international clients
· Updated and maintained contact and business details of clients
· Drafted & suggested ideas for website improvement

· Drafted and sent invitation to encourage clients to join website free membership
· Prepared and sent holiday greetings to client during special occasions
· Prepared summary/exceptional reports for the General Manager & CEO as needed
· Provided all other daily admin tasks as required by the General Manager & CEO
BANCO DE ORO (Universal Bank), Ortigas Center, Philippines
Specialist for Human Resource Management (April 2003 - July 2006)

· Executed successfully assigned tasks with conceptual competence by developing MS Office bases programs that resulted to 100% faster/efficient maintenance and processing of HR reports.  The following are:  

1. Staff Permanency and Monitoring System (SPMS.xls) 

2. Merit Increase/Promotion Historical Data (MIPHD.xls)

3. Resignation System (RS.xls)
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4. Automated printing for various HR Forms and Memos

· Spearheaded processing KRA/annual performance evaluation of 2,500 bank wide staff;

· Accomplished Merit Increase / Promotion Program two (2) months earlier than the set time frame;
· Handled & monitored processing probationary to permanency of staff (average of 80 staff per month)  

· Introduced and patiently provided support to other HR Sections on how to use MSOffice powerful functions in enhancing their reports;

· Formulated plans, exceptional reports & participated in the study of amending the Bank policy;

· Facilitated in discussing confidential probationary & permanency appointment papers;

· Assisted in trainings, special events and supported numerous projects simultaneously;

· Received yearly promotions for outstanding job performance, dedication and professionalism.

FIRST e-BANK (Thrift Bank), Makati City, Philippines
Human Resource Coordinator / MIS Staff (May 2000 – March 2003)

·  Effectively updated and maintained database (HR Information System) of 1000 employees;

·  Generated and produced weekly and monthly manpower statistics and other exceptional reports;

·  Systematically reconciled existing information in the employees’ master file (database) with that of support documents in the central 201 files;

·  Prepared employee’s profile and issued Certificate of Employment;

·  Enthusiastically participated in Job Evaluation Program;

·  Facilitated/validated all queries in background investigations being conducted by other banks, companies, etc. as regards to employees’ data;

·  Efficiently maintained/monitored the Attendance Monitoring System (AMS), leaves and tardiness;
·  Provided assistance in the employees’ benefits;
·  Supported creatively in the preparation of all logistics requirements for training section.

JUNISSI CORPORATION (Korean Marketing Company), Quezon City, Philippines  

Office Administrative / Marketing Clerk (June 1999 - February 2000)

· Provided administrative support, scheduling and coordinating daily appointments; 

· Coordinated and made travel arrangements for internal and external consultants;

· Prepared draft & final inter-office memorandum;

· Systematically recorded and filed all pertinent documents;

· Participated in meetings and seminars as required by the superior;

· 
Prepared reports, marketing materials, forms and necessary documents for sales presentation
·      Handled pertinent administrative functions such as telephone calls, requisition of office supplies and forms, upkeep and maintained work area.

Educational Background

Bachelor of Science major in Computer Science (Yr1995-1999)

Pamantasan ng Lungsod ng Maynila (University of the City of Manila) 
Intramuros, Manila, Philippines

Seminars and Trainings Attended

S5S Japanese Visual Management

Conducted by Banco De Oro -Training Department, December 2005

Total HR Performance Management

Conducted by HR Head - HSBC Bank, October 2005

“I Always Must Make A Difference” Values Formation and Customer Care Service Workshop 

Conducted by HR Head – First e-Bank, September 2000

Personal Details
Age / Civil Status 
: 29 Years Old / Single
Nationality / Visa Status
: Filipino / Employment Visa (NOC available)









