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ENRIQUE 

Email – Enrique.168484@2freemail.com 
OBJECTIVE


To be able to explore the knowledge and skills I learned in a way of contributing these capabilities to your company and perhaps be part of the success in achieving its goal.

EXPERIENCE


2005 – December 2017

HLG Contracting LLC
               

    Dubai, U.A.E.

HR & Administration Department - Secretary

· Provided secretarial and administrative support to Human Resources department.

· Ensuring the confidentiality of issues for the department. 

· Preparing memos for employees (increment, promotions / change of designation, assessment test, appointments, resignations, terminations and experience certificates).

· Scheduled interviews and test for employees requesting for change of designation and applicants.
· Liaise with allocation team to assure the transfers of employees in various sites are in timely manner.
· Ensure the relevant HR database is up to date, accurate and complies with legislation.
· Handles the department timesheet / payroll.

· Handles salary certificates for bank purpose (open account, credit cards and loan purposes).
· Prepares employment certificate for visa application (Embassies and Consulates).
· Memos concerning allowances, letters for Embassy and Consulate for passport renewal & letters for agencies regarding visas of candidates and other concerns.
· Provides assistance to the employees regarding request and employees concerns.
· Recruiting staff for company requirements from 2014 to 2015 (Philippines)
· Others as may be assigned by the Department Director.
2002 – 2004


Almajdouie Group of Companies

                Dammam, KSA
Technical Secretary / Transport Coordinator
· Reports divisional achievement for monthly executive meeting.

· Maintain / Updates division files for technical and administrative matters.

· Handles employees profile for transportation workshop division (Recruitment, introduction of new employees, vacations, loans, medical request, etc.).

· Coordinates with Technical Operations Manager and Field Supervisors for tracking-down of vehicles and monitoring company services due for maintenance kingdom wise.

· Reporting and dispatching of transport mechanic for the reported breakdown vehicle on site.

1997 – 2001

Ericsson Telecommunication Company
                  Pasig City, Philippines
Document Controller / OSP Documentation Assistant (FOC-Copper Installation)

· Approval of Provisional Acceptance Test Cabinet for schedule.

· Monitoring of Copper & Fiber Optic cable.

· Updates redline drawing plan for all sites needed for acceptance.

· Coordinates with Engineers regarding Right of Way permits for Final Acceptance Test verification.

· Coordinates with the clients for the schedule of joint survey and verification for final review and handover of sites ready for services.
1995 – 1997

Kodak Philippines


               
Makati City, Philippines
Field Team Leader / Senior Scanner Operator

· Introduced computerization program on first hand scanning procedure and started scanning projects for Hospitals, Government Agencies, Telecommunication Companies, Insurance Companies and Confidential Documents for the high profile businessmen.
· Daily monitoring and checking the on-going projects to assure the correct standard procedure and quality of work done for the satisfaction of the clients.

· Responsible in monitoring the machines used for the project to avoid breakdown such as Microfiche Equipment Copier, Document Scanners and PCD writers.

· Training new employees for encoding and scanning position.

1994 – 1995

Philippine Long Distance Telephone Co.
               Makati City, Philippines

Computer Clerk & Scheduling

· Encoding of Toll Tickets for local and international calls.

· Transmittal of magnetic tapes for monthly billing and transmittal of documents in various branches of PLDT.

· Perform other duties assigned by the Supervisor

EDUCATION


1989 – 1993

National College of Business and Arts
              
 Quezon City, Philippines
· Bachelor of Science in Business Administration – Major in Computer Management.

SKILLS

· Proficiency MS Office (Word, Excel, Powerpoint, Outlook), ERP.
PERSONAL INFORMATION


· Born on February 3, 1972, Married with two children.    
· Holder of Filipino Passport Number EC 3440244.
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