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Expected Salary: 5000 Dhs.

EDUCATIONAL ATTAINMENT:
· Master in Business Administration (Magna Cum Laude) , University of Luzon, Philippines, Dagupan City, Graduated 2013
· Bachelor of Commerce Major in Management, Minor in Accounting (working student), 
University of Luzon, Dagupan City, Philippines, Graduated 2005

· Caregiver, Urdaneta College University, Urdaneta City, Philippines, Graduated 2003-2004

· Executive Computer Office Management, ACT Datalink Computer Center, Urdaneta City, Philippines, 
Graduated 1994-1995

WORK EXPERIENCE:

· HR COORDINATOR, Remnant International College, Baguio City, Philippines (from January 9, 2012 to June 10, 2014)

· HR ADMINISTRATOR, Al Habtoor Engineering Enterprises LLC, Dubai, U.A.E. (from January 8, 2006 to December 22, 2011)

· COORDINATOR, Sangguniang Panlungsod, City Government of Urdaneta, Urdaneta City, 
Philippines (from November 2, 1996 to January 2006)

· INTERSHIP AS DATA CONTROLLER, Automation Project in Real Property Tax Administration, Amellar Solutions, PSE Center, Exchange Road, Ortigas Center, Pasig City, Tel: 02-637-9228, From October 11 1999 to January 24, 2000

SKILLS:
· Leadership Skills (inspire enthusiasm to other, motivating my colleague or office mate, showing my resilience, delegating work if needed, encourage contributions, acting with approachability)  
· Communication Skills (write a clear concise and accurate report)

· Interpersonal Skills (build and maintain relationship, focus on performance rather than personality when relating to others, counsel/coach on an individual basis)

· Analytical Skills (identify key components of an issue or problem)

· Decision Making Skills (identify and give appropriate weighting  to all relevant factors)
· Planning and Organization Skills (establish priorities and plan organize work according to those priorities)

· Administrative Skills (follow common formats and lay outs for correspondence and reports)
QUALIFICATION:
· Proficiency in all Microsoft Office programs (Word, PowerPoint, Excel, and Access), Knowledge in Primavera Expedition, Pagemaker, CorelDraw, Publisher, Photoshop

· Computer Keyboard Speed 70-80 w/pm.
· Transcript of Competency Given by TESTDA

· Leadership Award given by RED CROSS.

· Good in Health

TRAINING & SEMINARS ATTENDED:
· HUMAN RESOURCE MANAGEMENT TRAINING, Business Coach, Manila, Philippines, May 27, 2014
· ISO 9001:2000 QUALITY MANAGEMENT SYSTEM (QMS), Al Habtoor Engineering Training Center, Dubai, U.A.E.,  January 13, 2010

· British Safety Council’s Leave II Supervising Staff Safely, Al Habtoor Engineering Training Center, Abu Dhabi, U.A.E., January 26-27, 2010

· Basic First AID with CPR & AED, Dubai Heart Centre, Dubai, U.A.E., March 17, 2010

· Cultural Sensitivity Workshop, Al Habtoor Engineering Training Center, Abu Dhabi, U.A.E.,May 27, 2009

· Job Hazard Analysis Training, Al Habtoor Engineering Training Center, Abu Dhabi, U.A.E.,June 30, 2009

REFERENCE:

· Dr Maria Liza Siera-Jung, RPh, MA.Ed., School President, Remnant International College, Baguio City, Tel./Fax: (074)422-3324, email: mlcs_71@yahoo.com
· Rufino Ramil San Juan, SP Head Department, City Government of Urdaneta, Urdaneta City, Pangasinan

· Elena Ancheta-Nerpio, Ph.D., College Registrar, Remnant International College, Baguio City, Tel/Fax: (074)422-3324, email: ellen_nerpio@yahoo.com
PERSONAL DATA:

Age


: 41

Date of Birth

: February 16, 1973

Place of Birth

: Lingayen, Pangasinan


Civil Status

: Married


Sex


: Male


Height


: 5’9 (152.4 cm)

Weight 


: 85 kgs.(187 lbs.)


Nationality

: Filipino

Religion

: Christianity – Catholic

NOTE: The training documents, certificate of Employment, Transcript of Record and Diploma are authenticated by the Department of Foreign Affairs
JOB DESCRIPTION

	JOB TITLE
	:
	HR COORDINATOR

	DEPARTMENT
	:
	HR DEPARMENT




	· Plans and conducts new employee orientation to foster positive attitude towards company goals

· Maintain knowledge of legal requirements and government reporting regulations 

	· Keeps records of benefits plans participation us insurance and pension plan, personnel transactions such as hires, promotions, transfers, performance review, terminations and employee statistics for government reports

	· Administers performance review program to ensure effectiveness, compliance and equity within organization

	· Administers benefits program such as life, health and disability insurances, pension plans, vacation leave, leave of absence, and employee assistance.  

	· Prepares employee separation notices and related documentation, and conducts exit interviews to determine reasons behind separation. 

	· Maintain accurate records, coordinate recruiting procedures, process resumes, coordinate interview schedules and help conduct reference and background checks.

	· Coordinate with Payroll Coordinator to initiate payroll transfer or leave of balance adjustment applicable to the circumstance 

	· Maintain the security and confidentiality of specified records and information

	· Performed other duties as assign


NOTE: Duties & Responsibility are authenticated by the Department of Foreign Affairs
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