Citizenship: Filipino

Visa Status: Tourist Visa
OBJECTIVES:
· To obtain a position in a highly competitive corporate setting where I can maximize my knowledge and skills and fully capacitate my potential.
· To be a catalyst in propelling the standards of service delivery and in the   realization of company’s mission, vision and goal.
ABILITIES:
· Highly productive in the use of Microsoft Office, Excel and Power Point. 

· Computer Literate.
· Good in written and verbal communication skills, with an eye for detail. 
· Knowledgeable in Skirting, Table Set Up and Buffet Management.
· Versatile person, flexible in ways that can easily adopt changes.
· Strongly self-motivated, punctual, and follow directions accurately. 
· Ability to elicit confidences and build rapport.
· Collaborate easily with co- workers and work well independently.
WORKING EXPERIENCE:
Medical HR Assistant

Dar Al Shifaa Hospital

UAE

November 4, 2013 – June 30, 2015
· Preparing HR policies and procedures as per JCI guidelines.
· Providing administrative support in policy and decision making in the department.

· Demonstrating proficient technical writing and correspondence skills.

· Resolving administrative complaints/issues in a professional manner. 
· Processing documents of newly hired personnel.

· Efficient Computer literacy in all Microsoft Packages. 
· Extensive background in processing Staff Health Insurance and maintaining professional relationships with agencies.
· Maintaining Electronic System and data base of HR Department.
· Using an organized, systematic method to file and track documents.

· Liaising with other departments and health care providers within the UAE.

· Updating the Calendar for the Chief of HR.

· Facilitating endorsements, preparing reports and maintaining records of facility staff.

· Responding to external queries related to the hiring process, insurance, leave of absence and other job related questions. 
EDUCATIONAL BACKGROUND:

Bachelor of Tourism Major in HRM

2009-2013

Aquinas University of Legazpi
Audio Visual Communication

2007-2008

Bicol University College of Arts and Letters
Secondary Education 

2003-2007
Aquinas University High School Legaspi City
Elementary Education 

1997-2003
Divine Word Science Elementary School
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