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CV No: 116202
Mobile +971505905010 / +971504753686 

To get contact details of this candidate 

Send request to cvdatabase @ gulfjobseekers.com

OBJECTIVE
To further enhance my knowledge and acquired experience and to be a part of a highly motivated company to maximize my skills and ability on the field of my specialization.

PROFESSIONAL EXPERIENCE









January 2009 up to January 2015
SENIOR EXECUTIVE – HUMAN RESOURCES (Recruitment and Payroll)

· Ensure recruitment process is initiated as per HR policy and in line with the set yearly budget

· Receiving requestedvacancies from various departments related to their manpower need.
· Maintain the Applicant Database with Updated CV’s in an effective manner in order to ensure the easy access and searching for CV’s for new vacancies.
· Reviewing and screening Resumes within database to find suitable candidates who fit the job in terms of job requirement, to ensure in compliance with company Policy and procedure.
· Preparation of successful candidates list for further interview/test & Compilation of all interview assessment documents.

· Preparing interview schedule in coordination with the Operation team.
· Start and handle the recruitment process until the joining of the employee in payroll.

· Establish and Maintain recruitment relation records, files, correspondences and reports.

· Prepare contracts and intent to hire after obtaining all supporting documents from candidates.

· Prepare paperwork required to place employee on payroll and establish employee file.

· Ensure payroll process is initiated as per HR policy and set procedure.
· Prepare staffing and turnover reports; monitor/track employee movements.

· Prepare salary and benefit reports and other payroll required documents.

· Prepare end of service benefit calculation for resigned employees

· Enter new joiner details and salary in  system and hold employee cards upon resignation.
· Maintain awareness of and compliance with HR policy.

· Maintain awareness of and compliance with local and federal labor laws.

· Prepares correspondence, forms and reports, arrange meetings, filing electronic and hard copy of taking down minutes as and when needed.

· Raise PRs for services requested within the department

· Ensure that any set procedure does not incur any fines or cause any violations.

MAJID AL FUTTAIM HYPERMARKETS, DUBAI


September 2002 up to January 2009
CARREFOUR HYPERMARKETS

(Store Opening: Carrefour Sharjah, Shindagha, Mall of the Emirates Branch & Kuwait Branch)

Assistant HR Manager

· Enters all transaction related to Monthly Payroll System.

· Assist the HR Manager in preparing Payroll Monthly Reports.

· Prepare offer letters for the selected candidates as per approved terms and conditions and DOA.
· Prepares all documentations required for application of Employment, Residence, Visit and Transit Visas for staff and follow-up with Government Relations on progress of these applications.

· Prepares standard letters for the banks, service certificates as requested by staff as per approved terms and conditions and DOA.

· Establish and maintains a filing system for the department and ensure all required documents and records updates are available.

· Coordinates with Travel agencies and recruitment Agencies in booking Air tickets, Hotel, preparation of welcome pack, induction coordinating salary advance.

· In charge of Ladies Accommodations and Staff Transportation.

· Open personal files for new employees and ensure all relevant papers/documents are properly filed.
· Along with HR Manager, takes up on explaining the HR policies/procedures to the new employee.

· Assist HR Manager in induction/orientation of new employees.

· Assist HR Manager in implementing attendance controls, reviewing attendance, OT Sheets leave forms to reconcile and ensure proper controls are exercised.

· Coordinate with department/staff to ensure that the requisite forms (i.e. conflict of interests, performance appraisal undertaking)

MAJID AL FUTTAIM HYPERMARKETS 



April 2001 up to September 2002

CARREFOUR HEAD OFFICE, DUBAI

HR Assistant / Archive Clerk
· Acquires material and historical documents from Employee files.
· Manage archives and record centre in coordination with Personnel Manager.

· Regularly deals with confidential information, managerial and administrative actions.

· Secure confidential documents such as employees’ records, salaries, promotions and disciplinary actions.

· Coordinate with company PRO’s in applications and obtaining documents from the government agencies.

· Communicating with overseas regarding logistics of deployment and mobilization of new staff.

SM DEPARTMENT STORE, CAVITE PHILIPPINES


1997 up to 2000

ACCOUNTING DEPARTMENT

Accounting Assistant
· Audit cash transactions.

· Monitors and audits sales of prepaid cards and gift vouchers.
· Participates in physical count inventory.
· Responsible for the preparation of daily, weekly, and monthly sales reports, such as Monthly Foreign Exchange Reports, Cash Collections Reports.

ROHM ELECTRONICS COMPANY, CAVITE PHILIPPINES

1994 up to 1997

ACCOUNTING DEPARTMENT
Accounting Assistant

· Prepares reports on advances and deposits.

· Prepares entries for liquidation of advances.

· Participate in physical count inventory.

· Check requests for cash and cheque payments.

· Responsible for preparation of sales books.

EDUCATION
LYCEUM OF THE PHILIPPINES UNIVERSITY, INTRAMUROS MANILA

Bachelor of Science in Accountancy

Year Attended: 1989 – 1993

PERSONAL DATA

Nationality
: Filipino

Civil Status
: Single

Sex

: Female

Height

: 5’2”

Date of Birth
: April 5, 1972

Language
: English, Tagalog
SKILLS

Valid U.A.E. Driving License

