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SUMMARY OF EXPERIENCE___________________________________________________
· Highly experienced as Business Administrator with six years of professional exposure in the Executive, HR and Administration.
· Highly computer literate with in MS Office. Powerpoint and documents for presentation and reporting.
· Excellent diverse responsibility including company administration, visa,  HR and, file management and ensuring smooth running of offices.
EDUCATION_________________________________________________________________

Bachelor of Science in Business Administration


Angeles University Foundation

Major in Management and Entrepreneurship


Angeles City, Philippines
Attested Educational Degree Available 



Status: Completed YR 2005-2009
WORK EXPERIENCE​​​​​​​​​​​__________________________________________________________
Group HR & Admin Officer   




RAR Holding, Dubai UAE









19 December 2012 – To Present

RAR Holding having worldwide operation in Middle East, Europe, Asia , Africa etc. markets Ritver, EVI, Silva Vernici, Emver Paints brands. RAR Holding has been engaged in the manufacturing , trading and distribution of Industrial, Decorative and Wood Paints regionally as well as globally and having prominent corporate presence in the Gulf region for more than 10 years with annual production capacity of more than 80000 Tons. RAR Holding has been producer of international paint brands recognized and preferred choice globally for its high quality, specialty, cost effective and environmentally friendly paints. 
Summary of Duties
· Assisting in developing, implementing, maintaining and reviewing of company policies, rules and regulations in compliance with all applicable employment laws, statutes and regulations 
· Provide support for manpower planning, recruitment and selection process 
· Prepare reports and oral and written correspondence, working closely with Department’s Head.
· Provide HR support for GCC and outside GCC employees, manage office supply chain and provisioning; 
· Coordinates with PRO in updating of Company legal documents and new employee resident visa/ work permit up to cancelation of visas.
· Familiar with both Freezone and Local Visa rules and regulation.
· Maintain and organize business files and ensure data accuracy. 
· Assisting Managers meeting/conference; travel arrangements.
· Coordinates with various suppliers regarding office supplies, equipment and other required office requests;
· Provides payroll information by collecting time and attendance records.
· Provides secretarial support by entering, formatting, and printing information; organizing work; answering the telephone; relaying messages; maintaining equipment and supplies.
· Maintains employee confidence and protects operations by keeping human resource information confidential.
Executive Assistant to the Regional Director 

The Tropical Retail Company, Inc,








Makati City, Philippines 









November 2011-November 2012
· Assisted Regional Directors of a large multinational distributor company in developing, implementing and managing general office policies, guidelines and procedures
· Calendar management - organizing and maintaining diary, making appointments and meetings with clients for CEO, Operations Manager and Project Manager
· Managed office and handle administrative functions including disposing of correspondence, responsibility for managing calendar of senior executives, arranging and minutes of the meetings
· Coordination of executive and site meetings, travel arrangements, meetings and conference calls
· Materials procurement required at project site including HR requirements 
· Effective file handling and management ; General Office duties
Vicsal Metro Superstores Group Inc.



Angeles City, Philippines


Department Supervisor 




July 2009 to August 2011
· Completes store operational requirements by scheduling and assigning employees; following up on work results.
· Maintains store staff by recruiting, selecting, orienting, and training employees.

· Maintains store staff job results by coaching, counseling, and disciplining employees; planning, monitoring, and appraising job results.

· Achieves financial objectives by preparing an annual budget; scheduling expenditures; analyzing variances; initiating corrective actions.

· Identifies current and future customer requirements by establishing rapport with potential and actual customers and other persons in a position to understand service requirements.

· Ensures availability of merchandise and services by approving contracts; maintaining inventories.

· Markets merchandise by studying advertising, sales promotion, and display plans; analyzing operating and financial statements for profitability ratios.

· Secures merchandise by implementing security systems and measures.

· Maintains the stability and reputation of the store by complying with legal requirements.

· Determines marketing strategy changes by reviewing operating and financial statements and departmental sales records.

· Maintains operations by initiating, coordinating, and enforcing program, operational, and personnel policies and procedures
On the Job Training Experience

DTI-III Regional Office Angeles City, Phils.
Assigned in Finance and Administration Department
Duties and Responsibilities: 

· Review and filter incoming and outgoing calls and faxes.

· Handles distribution of postal mail, arrange outgoing and incoming couriers. 

· Ensure day to day timely flow of information and provide support service to all departments.

· Performs procurement tasks (Buying of company fixed assets office equipments (laptops, printer, furniture and fixtures) office stationary & printer toner, pantry supplies.

· In-charge in receiving goods/materials delivery and coordinate with all departments for their office supplies requirements.

· Prepares monthly monitoring of telephone and mobile official/business charges of employee

· Assisting on recruitment process both for out sourcing and direct hiring such as scheduling of interview appointments and invitation.

Seminar/ Training / Achievements / Certification Information

Basic Management and Personnel Coaching ; Strategic Marketing Conference “Marketing Rocks”, Creativity “Creating Demand for Successful and Sustainable Business”

