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	VIRGINIA 
Hospitality, Humanresource  andAdministration Professional.
E-mail: Virginia-244484@2freemail.com
Visa  : Employment – Transferrable.
	

	


	Dynamic Human Resource professional with 9+ years of delivering high quality customer service, exceptional administrativework performance within diversified industries. Proven track record in dealing with multicultural clientele, setting up rapport with clients,outstanding follow up and enthusiasm to deliver high standard service to achieve client satisfaction, loyalty and retention. Consistently demonstrated resourcefulness and initiative in support of top management with flexibility in working well in cross-functional teams even under pressure with good sense of urgency to complete multiple tasks within strict deadlines. Possess strong communication, analytical, organization, coordination, time management and interpersonal skills.

	

	


	Certification In Professional development,human Resource

Management and Recruitment., Nadia Training Institute. DUBAI - July 2016
Bachelor’s Degree in Hotel Management and Catering Science. Bharathidasan University. INDIA -  November 2010

	

	
	

	Skills & Highlights;



	1. Organizational Skills

2. Time Management
	

	3. Employee Records Management

4. Expertise in UAE Employment visa Processing
5. Expertise in HR policies and procedures 
	

	6. Interdepartmental Coordination.

7. Tact to deal with multicultural clientele
	

	8. Adaptability to change, self-assessment and improvement

9. Excellent Communication and Interpersonal Skills
	

	10. Confidentiality i.e. discretion, ethics, trustworthiness

11. Teamwork and collaboration
12. Critical thinking skills 
13. etc

	

	
	


	Group Of Companies ( May 2017 to Present

HR and Admin Officer. 

Roles and Responsibilities.

· UAE employment visa processing.

· Coordinate all recruitment activities and on-boarding processes in line with the company policy, to meet overall company objectives.
· Provide effective supervisory and administrative support in the implementation of human resource policies, plans and procedures. 
· Prepare and collate data for preparation of Monthly Management Review Reports.

· Submit monthly probationary report and share the same with the supervisors a month before the probation end date. 

· Coordinating complex travel schedules, accommodations and trip logistics for clients and executives.
· Facilitating and tracking payments for the amenities used in the office e.g. water ,electricity and the cooling system.
· Oversee maintenance of an efficient and effective filing system for HR documents, including the filing in staff and subject files and ensuring efficiency in overall Registry Administration. Oversee all employee exit related activities in accordance with the relevant labor legislation, ensuring that company interests are adequately taken care of. 
· Handling insurance such as medical and property covers.
· Handle specific projects as determined in the annual HR Business Plan as well as participating in functional and 
cross-functional initiatives. 

· Support payroll administration, and efficient maintenance of the ERP system.
· Ensure preparation of Daily attendance reports sharing the same with the Directors and other relevant parties.
· Provide effective Supervisory Support in the management of Employee Performance across the company, and 
maintain a Balanced Score Card (BSC) champion for the HR Department.
( Promoted to ) 

HR Coordinator

In UAE 

Roles and Responsibilities.

· Explaining HR policies and procedures to all employees.

· Responding to employees questions during the entrance and exit interview processes.

· Facilitating year end get together ( Functions) and any team building activities.

· Create job descriptions and place advertisements to attract a talented pool within the market wage range.
· Work on payroll, workers compensation claims and benefits.
· Accurate record keeping on attendance and vacation tracking reports.
· Drafting and sending announcements.

· Organising employees accommodation and meals as per company policies.
· Processing and renewing employment visas for the company stuff.

· Visa application,tickets and hotel booking for the executives and colleagues business trips.

· Ensuring that the company policies are followed to the latter and acting as a bridge between the management and the staff in creating policies 
· Administering employees health and welfare plans.
· Assisting with performance review and termination process.
Administrative Assistant

in UAE 

Roles and Responsibilities.

· providing general administrative and human resource support to management, including keeping personnel records and documentation for all employees and participants and ensuring compliance with all local hiring policies. 
· Visas application, tickets and hotel booking for executives and colleagues business trips.
· Ordering of supplies and equipment for offices.

· Processing, verifying and maintaining personnel-related documents, including staffing, recruitment, training, grievances, performance evaluations, classifications and employee leaves of absence.

· Explains company personnel policies, benefits and procedures to employees or job applicants.

· Examines employee files to answer inquiries and provide information for personnel actions.

· Answering questions regarding eligibility, salaries, benefits and other pertinent information.

· Requests information from law enforcement officials, previous employers and other references to determine applicants’ employment acceptability, as needed.

· Processing and reviewing employment applications to evaluate qualifications or eligibility of applicants, as requested.

· Arranges for advertising or posting of job vacancies, and notifies eligible workers of position availability.

· Provides assistance in administering employee benefit programs and worker’s compensation plans.

· Informs job applicants of their acceptance or rejection of employment.

· Ensuring all supplies and materials are appropriately inventoried and monitored.

· Ticket booking and applying for visas for employees travelling for business purposes and vacations.
Assistant Restaurant Manager 
Doner and Gyros Restaurant. (July 2014 – March 2017)

Roles and Responsibilities.
· Researching new wholesale food suppliers and negotiating prices

· Calculating future needs in kitchenware and equipment and placing orders, as needed

· Managing and storing vendors’ contracts and invoices

· Overseeing restaurant staff performance, ensuring quality dining
· Coordinate communication between front of the house and back of the house staff

· Prepare shift schedules
· Supervise kitchen and wait staff and provide assistance, as needed

· Keep detailed records of daily, weekly and monthly costs and revenues

· Arrange for new employees’ proper onboarding (scheduling trainings and ordering uniforms)

· Monitor compliance with safety and hygiene regulations
· Gather guests’ feedback and recommend improvements to our menus
Assistant Manager – 
Ack resource center and guest Resort, Kenya.  (January 2012-February 2013)

Roles and Responsibilities.
· Maintaining outstanding guest service    

· prepare daily and monthly income report  

· Providing satisfaction of the guest

· Follow up on guests' requests

· Monitoring the guest house inventory 

· Assist in management

· Food budgeting

· Guest feedback collector

· Receiving and responding to sales and marketing telephone calls as required.

	

	Highlights;


	14. Organizational Skills
	15. Time Management

	16. Records Management
	17. HR policies and procedures expertise.

	18. Interdepartmental Coordination.
	19. Tact to deal with multicultural clientele

	20. Adaptability to change, self-assessment &improvement
	21. Excellent Communication - Interpersonal Skills

	22. Confidentiality i.e. discretion,ethics,trustworthiness
	23. Teamwork and collaboration


	

	

	Nationality                                         :       Kenyan
	
	Ugandan

	Date of Birth
	:
	1st August 1986

	Marital Status
	:
	Single

	Visa Status
	:
	Employment / Transferrable

	Languages
Valid UAE driving licence
	:     
	English,Swahili
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