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ZEIM
Email: zeim.227191@2freemail.com
UAE
CAREER OBJECTIVE
To undertake a potentially progressive career and seek any level position in your Company where  I can utilize my skills, trainings, knowledge and experience in Administration which I acquired over the past years in my profession and impart them to fully attain Company’s goal and objective. 
EDUCATIONAL BACKGROUND

College Education

· Bachelor of Arts  in PSYCHOLOGY (AB-PSYCH)
La Sallete University, Philippines

Year of Passing - March 2007

· Bachelor of Arts  in PHILOSOPHY(AB-PHILO)
La Sallete University, Philippines

Undergraduate – 2002- 2005
CAREER SUMMARY
· More than Ten (10) years of experience both in the field of Administration / Human resource department by productively handling corporate administrative functions in Manufacturing Industry and experience in handling payroll administration. A self-starter who approaches every new undertaking with the willingness to learn; A self-motivating individual with a cooperative and helpful attitude to co-workers; Does not discriminate and always apply respect to all; With the potential to progress to higher status if  given a chance, reliable, consistent and with mature approach to work. A proactive person who advocates with the principle that people and teamwork are the primary sources and indispensable tools in achieving common goals and organization's entire success.
WORK EXPERIENCE
Company:  
        AL ZAMIL HEAVY INDUSTRIES LTD. 

Address:    
        Jeddah, Saudi Arabia
Position:                   HR Administrator
Nature of Business: Fabrication of Pressure Vessel (Main Contractor)

Clients:                ARAMCO/SABIC/SAIPEM/SEPCO/PALL MIDDLE EAST/HYUNDAI HEAVY        

        INDUSTRIES/SAUDI ELECTRIC COMPANY/DAEWOO/PETRORABIGH


       AND OTHER LOCAL COMPANIES

Period:       
       May 2013 – October 2017
DUTIES & RESPONSIBILITIES
· Responsible for most corporate administrative functions, prepares company's official memos / letters and represents the HR team in any internal meeting with the operation team regarding manpower related concerns and issues.

· Handles pre-employment orientations and induction processes ensuring best practice & company policies are applied so as required competence is attracted and retained within the organization.
· Prepares and participates in monthly payroll by proper distribution of WTRs to all departments and production sections, thorough and strict checking of all entries verified by respective department heads / Managers / Supervisors.
· Prepares final payroll summary and submits to Finance Director for final approval, assists in HR team for the actual bank uploading (National Commercial Bank) to avoid any untoward technical errors.
· Responsible for all company's related ticketing and booking for all employees approved requests for vacation & final exit and prepares / monitors official Business trip tickets of Company's Executive & assigned Officers for any domestic flight arrangements as well as international official trips in Europe and South East Asia.
· Coordinates with most international airlines for the process of tickets booking, cancellation and refund which made through online arrangements using Company's official corporate credit card.

· Prepares accurate financial reports regarding tickets expenses, submits to Finance department for proper auditing and checking to be able to re-charge the corporate credit card issued by the Company.

· Maintains active coordination and communication with the designated Manpower Suppliers in Pakistan, India, Nepal and Philippines for newly hired employees ensuring to provide them entry tickets & working visas and disseminate detailed information to concerned team for timely transportation arrangements.
· Monitors status of all issued tickets and makes coordination with the Transportation In-charge for smooth deployment and pick up from the airports of arrival.

· Assists the Personnel department in monitoring and checking of expirations of all passports and Residence IDs (system generated reports and lists).
· Assists Saudi nationals to recheck all issued visas, exit/re-entry visa, final exit visa and short-term contract visit visa employees and giving them needed round trip tickets before the expiry of multiple visit visa and stay inside KSA.

· Communicates with the department heads / Managers regarding the proper scheduling of their subordinates for any planned vacation leave, valid and verified emergency leave applications and approved final exit requests.

· Supports the Administration in monitoring vacation and emergency leaves, short leave and sick absence issues by coordinating with the concerned departments / sections.
· Supports other departments to provide organized flow of process and proper coordination such as assisting them through effective inductions and orientation about company policies particularly about HR policies or any Health & Safety concerns.

· Participates in management of redundancy, grievance and discipline investigations and coordinates with the investigating committee.
· Coordinates with the Camp and Facility team for any newly hired employees for smooth assignment of rooms and ensuring proper orientation regarding Company's facility in accordance with agreed provisions and conditions as per employment contract.
· Provides accurate advice to employees and management on general HR policies/procedures and manage the processes within the organization.
· Works with the HR database to provide reports from the system whenever required by HR Manager and Business Administration Director.
· Supports the management of headcount and forecasting activities within the project and function in order to support the business deliver on manpower requirements.

· Assists improved employee performance through support to line management and HR in performance related issues that may arise.
· Facilitates training and development on an ongoing basis through facilitation of regular review of objectives within the business by line management.
· Assists in daily monitoring and uploading in the Easypro system of all Biometric machines records and validating them in preparation for the departmental timesheets distribution.

· Assists production team leaders and Supervisors in serving official memos and disciplinary actions, gives a sort of counselling and constructive advice as well to those involved or concerned employees.
· Helps the Administration team to clarify and entertain employees queries, salary complaints and employment related concerns and issues.
Company: 
        CONTAINER CORPORATION OF THE PHILIPPINES
Address:
        Quezon City, Philippines
Position: 
        Administration Officer /HR Junior Officer
Nature of Business: Manufacturing of Paper
Clients:                     NESTLE – Phils & DEL MONTE & DOLE - Company
Period:     
        December 2007 – May 2013
DUTIES & RESPONSIBILITIES
· Responsible for corporate administrative functions.

· Handles proper documentation, filings and records, maintaining orderly individual 201 file and other confidential employees / Company records.
· Assists in preparation of monthly payroll and reports as needed to submit in Finance department of reconciliation and internal finance auditing.
· Supports the management of headcount and forecasting activities within the project and function in order to support the business deliver on manpower requirements.

· Responds on the official letters and invitations issued by Labor department.

· Encodes and makes updates in the system all records of employees for easy extraction and access whenever updated information and reports are required.  
· Conducts training needs analysis (TNA); helps in training plan, design, methods, system and evaluation.

· Facilitates basic trainings and pre-employment orientation, including Safety basic trainings.
· Responsible for compensations and benefits, Government mandatory assistance programs and applications.

· Performs as official representative to any government related processing and compliances such as coordination for application and renewal of Sanitary permits and Fire Safety Inspection Certificates.

· Assists in manpower sourcing and properly screening and selections of new manpower by actively participating in Jobfairs and online recruitment process.
· Administers some batteries of tests and series of interviews as main tools in strictly selecting right individuals.

·  Attends in meeting with production teams so as to in any case they raise concerns about administrative approaches.

· Handles and helps in monitoring for internal benefits among employees.

· Provides needed information to employees and teams whenever new policies are advised by Labor office for immediate implementations.
· Helps with the team in all administration activities and programs.

Company: 
        DELRIA CORPORATION

Address:
        Silang Cavite, Philippines

Position: 
        Payroll / Administration Officer
Nature of Business: Food Industry / Ice plant / Farms

Clients:                     LOCAL MARKETS / PRIVATE BUSINESS PARTNERS
Period:     
        March 2005 - December 2007 (during off in school)
DUTIES & RESPONSIBILITIES

· Handles administrative functions, filing and records such as employees’ files and government certifications / legal compliances documents.

· Prepares payroll for all contractual, permanent and temporary employees.

· Helps in monitoring, communicating and encoding of daily orders and deliveries from clients/customers.

· Communicates and maintains active correspondence among customers thru official emails and phone transactions.
· Responsible for timekeeping and schedule encoding in the system including daily WTR, absences and paid/unpaid leaves and other availment of Government benefits programs. 
· Coordinates with the team leaders regarding compensation issues among their subordinates.

· Disseminates proper information to all teams about any particular Government mandatory implementation and changes on working policies.
· Attends to weekly meetings with team leaders to know concerns regarding compensation and benefits of all employees.

· Submits monthly salary reports and other needed documents for monthly management meeting.

· Provides information to employees about queries on compensation and benefits.

· Assists employees on filing of any government insurance and benefits application.

· Supports other teams needs and queries if deem necessary.
KNOWLEDGE & SKILLS
· Microsoft word, Excel & Power Point for windows version 2007
· Has knowledge in EASYPRO system
· Excellent in English language & Average in Arabic
· Driving light cars (4 wheels)
· Can easily adapt to new environment and can work under pressure.
TRAINING & CERTIFICATION 
· ISO 9001:2015 Awareness Training (Jeddah, Saudi Arabia) SGS
· Seminar on Leadership & Leadership Styles 
· Workplace Cooperation and Partnership and Workplace Dispute Prevention and Settlement Skills Enhancement Training (Department of Labor, Philippines)
· Labor and Management Education Training / Seminar (Department of Labor, Philippines)
· General Labor Standards and New Labor Standards Enforcement Framework Seminar (Department of Labor, Philippines)
· Managing Work-related Difficulties to Take Care of Mental Health Training (University of Rizal, Philippines)
PERSONAL BACKGROUND
Date of Birth




: 
July 02, 1984
Place of Birth




: 
Sorsogon City, Philippines
Civil Status




: 
Married 
Sex





: 
Male

Height





: 
5’6”

Citizenship




: 
Filipino

Religion





: 
Roman Catholic
Age





: 
33 years old
CHARACTER REFERENCE
Available upon request.
I HEREBY CERTIFY THE ABOVE MENTIONED ARE TRUE AND CORRECT TO THE BEST OF MY KNOWLEDGE.

ZEIM
