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MARIANNE 
Financial Center, Dubai, U.A.E

E-mail: Marianne.147869@2freemail.com 
OBJECTIVE :
I am seeking to acquire a challenging HR position where I can use of my experience in the field to handle staff recruitment and to provide proactive and supportive human resources service.
WORK EXPERIENCE:

Inspired Life Style Restaurant LLC



September 2013 to May 2017
Dubai, UAE

HR OFFICER (Pre-opening team)
· Maintain confidentiality and perform independently as may require.

· Develop and implement personnel management policies & procedures.
· Report to the General Manager on various HR related issues.

· Prepare necessary correspondence as needed.
· Ensure that accurate job description are in place.
· Schedule and conduct screening and preliminary interviews. 

· Prepare and request reference check on possible candidates.

· Ensure that manning budget are filled in accordingly.

· Monitor daily attendance, employee absence and sick leaves.

· Prepare monthly payroll, annual leave, final settlement and other related payments towards to employee
· Maintain employee records and ensure sensitive documents are in place.
· Track employee probationary period and ensure performance evaluation are carried out.
· Track and record all documents expiration date such as company licenses, insurance, employee’s medical, visa and work permit. Ensure to renew ahead of time and coordinate with the PRO.
· Coordinate training such as Basic Food Hygiene and PIC as required by the Municipality.
· Arranged and book flight bookings and hotel reservations.

· Prepare and submit documents required to apply company licenses and DJ permissions.
· Dealing with complaints and disciplinary procedure.
· Handle queries and provide employee assistance on work related issues.
· Process all employee’s request in a timely manner

· Perform other related duties asrequired.
Sheraton Bahrain Hotel



July 2011 – September 2013
Manama, Bahrain

HR CLERK
· Responsible for the security and confidentiality of employee’s information at all times.
· Ensure all employees files kept up to date.
· Ensures that all applications received had to respond within 3 working days.
· Ensures candidate’s reference check have been responded by the previous employer before hiring.
· Update HR documentations on a regular basis (OASYS, Master Staff Filing list, etc.).

· Ensures all HR & Training notice boards are kept up to date and look well presented at all times.

· Communicate relevant HR information to Department Heads and employees on a regular basis (Monthly recognitions – Employee of the Month & Most on Brand, Birthdays, HR activities, etc.)

· To ensure all new associates provided with all documentation, name badge, access card and other information ensuring a smooth introduction to the hotel.

· Perform any other duties that may assign by the Director of Human Resources (Relieving the GM Secretary during her vacation).

· Assist in planning and organizing social, sports and community activities.

· Prepare associate’s newsletter in Power Point.

Lou’lou’a Beach Resort





         July 2008 – July 2011

Sharjah, U.A.E

HR SECRETARY
· General administrative duties including but not limited to receiving telephone calls, handling employee queries and filing documentation.
· Prepares all necessary documents required to apply visas,work permit and medical.
· Arranged transportation to pick-up new employee andemployee cancellation from the airport.
· Conduct briefing for new joiners about company rules & regulations.
· Ensures that document expiration of the staffs are monitored (Residence visa, Work permit & Medical)
· Assist in recruitment process and prepare Offer Letter for qualified candidates.
· Maintain a variety of employment files and record.
· Prepares Monthly attendance, start form, absent/not punched form & Stop form to be submitted in the accounts department every cut-off salary.
· Arranged air ticket booking from Travel Agency.

· Prepare necessary correspondence.
Global Partners Inc.



January 2007 – July 2007

San Pedro, Laguna

SALES ASSISTANT

· Performed various clerical duties such as typing, filing, faxing and answering phones, including scheduling appointment and meeting.

· Handling client order with attention to detail.

· Manage all accounts receivables/collectibles.

· Assist customer via telephone regarding product inquiries and availability.

· Process sales order accurately and arranged delivery in a timely manner. 
· Prepare invoice and send to customers upon completion of shipment (domestic and abroad).

· Prepare weekly and monthly sales report along with sales chart.

Hwa Fuh Plastic Co.,Ltd.



           March 2000 – July 2006

Taichung, Taiwan

GM ASSISTANT

· Handling general administrative duties such as filing and faxing.

· Provide assistance to client regarding new products.

· Prepare product collection booklet for exhibit.
· Managed the showroom.

· Monitor quality of the product.

· Assist new marketing for product presentation.

EM Quality Service




June 1999 – March 2000

San Pedro, Laguna

HR ASSISTANT

· In-charge and responsible in all recruitment process.

· Monitor and distribute payroll of each staff.

· Conduct interview and general employee orientation.

· Coordinate with local authorities for submission of reports(SSS, Pag-ibig, Philhealth& BIR)
EDUCATION :
COLLEGE:


Palawan State University






Bachelor of Business Administration






Major in ECONOMICS





1994-1999
VOCATIONAL:


Universal Vocational School






Bookkeeping & Micro-Computer






June – October 1995
RECOGNITION :
·  Employee of the Month 





July 2015
At Inspired Life Style Restaurant LLC



December 2015
· Employee of the Month 





December 2009

At Lou’lou’a Beach Resort

SKILLS :
· Familiar with Microsoft Office: Windows XP, Microsoft Word, Excel and Power Point

· Effective communication skills
· Well-developed customer service skills.
· Knowledgeable of current employment laws and procedure
