HAYDEE
Deira, Dubai, UAE

E-mail : haydee.20613@2freemail.com 
Extensively practiced,detail and result oriented Professional with Law and HR background.Proven diligence and competence to  benefit an organization.                                                                                                                                                                             

PROFILE :
· Strong organizational and interpersonal skills.
· Capable of working under time pressure and/ or deadlines.
· Fast learner and can work well under minimal supervision. 

· Able to use own initiative and work as part of a team; accepts directions easily and willing to invest time and effort to complete a certain responsibility.
· Hardworking,dependable,responsible and deeply committed to work.
· Excellent in both written and oral English communication.
· Proficient with MS Office Applications /Internet Savvy.
· Knowledge of U.A.E. Labor and Commercial Law.
​​​​​​​​WORK EXPERIENCE

Contracts Officer/Executive

Intercontinental (M.E.) Trading FZE & Elia Island Real Estate                                                                                                                                           
Sheikh Zayed Rd.,Dubai,U.A.E.                                                                 July 2008 – April 2009
· Handling Company’s Legal Matter and Issues

· Contract Preparation and Contract Proof Reading

· HR Functions such as drafting Staff Policy and issuing Memorandums

· Drafting and Preparing Company’s Official Business Correspondence
· Customer Relations Function
Customer Relations Officer/Contracts Department                                     May - June,2008
Pyamod German Developer Real Estate

Bin Lahej Bldg.Oud Metha Road,Dubai U.A.E.
· Handling client’s inquiries regarding project status,payment and related matters.

· Editing and modifying contract contents

Relationship Manager/Legal Division





2006-2008
Kankyou Technology Corporation,
Enterprise Risk Evaluation Group
SBMA PEZA, Subic Olongapo City,Philippines
· Collecting Sales Report from agents and prepare monthly sales status analysis

· Preparing and drafting Legal Documents

· Human Resources Functions such as issuing company and staff memorandums and checking attendance list for all Employees and reconcile it with Accounts Department for Payroll purposes

Junior Legal Consultant/HR Staff





2003-2005

DS Group of Companies

Talisay, Cebu, Philippines

· Preparing business letters,memorandums & company reports facilitator
· Master of ceremonies during corporate programs

Human Resources Personnel






2002-2003
Shangri-la Mactan Island Resort
Lapu-Lapu City Cebu, Philippines 

· Hiring, conducting exams and interviews of hotel applicants
· Time keeping and payroll preparation for employees
EDUCATION

Fr.Saturnino Urios University,College of Law, Butuan City,Philippines
Bachelor of Laws, S.Y.2004-2006 
University Of San Carlos,College of Law,Cebu City,Philippines

Bachelor of Laws,S.Y.2002-2004 
Fr.Saturnino Urios University,Butuan City,Philippines
Bachelor of Arts in Political Science, 2002

HONORS

· Excellence in Political Science Awardee
· Special Academic Awardee
ACTIVITIES

· Supreme Student Government Representative for College of Arts and Sciences
· Jose Rizal youth leaders league of the Philippines-Member
· Integrated Bar of the Philippines Students Pre and Post Bar Examinations Operations and facilities-Bar OPS facilitator
· Red Cross Volunteer

· Habitat for Humanity-Member

PERSONAL DATA

Birthday

:
15 August 1981



Nationality

: 
Filipino
Civil Status

:
Single
Passport Expiry

:
19 04 2014 
Visa


: 
Visit Visa 
