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ANNY 
246484@gulfjobseekers.com 
CAREER OBJECTIVE


· To secure a position with a well-established organization that will lead to a lasting relationship in the field of Human Resources. 


KEY COMPETENCES
· Progressive 7 years of professional experience in Human Resources & Customer Service

· Knowledge of HR & Recruitment process and practices
· HR Administrative Support
· Proficient in Microsoft Office
· Able to perform tasks with minimum supervision

· Multi tasking skills & ability to work under pressure
· Familiar with Singapore Employment Act & Ministry of Manpower Guidelines


PROFESSIONAL EXPERIENCE

Human Resource Analyst
International Application Solutions Pte Ltd – An IBM Company Singapore
Starhub Green Bldg, Ubi Ave 1 Singapore 408942
23 June 2013 – 25 Aug 2015
· Onboarding - Meet & discuss Onboarding Checklist to employees. 

· Arranged pre-employment medical examinations.

· Ministry of Manpower Tasks – Employment Pass Applications, Renewals & Cancellations.
· HR Employee Record Management both Onboarding & Off boarding.  (HRIS)
· Maintenance of HR records and systems. Responsible for maintaining comprehensive employee records. 
· Leave System Management. Developing reports on employee Annual leave, Sick leave & other absences. 
· Ensuring accuracy of leave entitlement of employees based on employment type.

· Ensuring employee understands company policies and procedures.
· Offboarding – Carry out employee off-boarding procedures covering exit clearance & Employment Pass cancellation.
· Arrange and Organize Employee Orientation.
· Document Management. Collate Educational & Experience documents for verification purposes.

· Answering employee queries on a daily basis, through emails and phone calls.
· Monitoring of IBM Certifications completion of employees.

· Closely worked with the recruitment team to ensure on time Onboarding of employee.
· Prepares employees’ certificate of employment by request & off boarding clearances.

· Attends human resource related seminars and conferences in Ministry of Manpower.

· Attends to employee verification requests.

· Performs other duties as assigned.

  Recruitment Assistant 

  Match Resources Pte. Ltd

  20 Havelock Road Singapore 059765

  22 February 2013 – 23 May 2013

· Advertising vacancies appropriately by drafting and placing adverts in a wide range of media (e.g. newspapers, social media platform, and online job portals).

· Headhunting - Identifying and approaching suitable candidates.

· Completing a search of the candidate database to find the right person for the employer’s vacancy.

· Receiving and reviewing applications, managing interviews and short- listing candidates.

· Request references and checking the suitability of applicants before submitting 
their details to the employer.

Assistant Sales & Marketing Executive

Tour Connections Pte. Ltd

Chinatown Plaza, 34 Craig Road Singapore 089673

1 October 2012 –15 December 2012

· Handles inbound account.

· Liaising with hotels, coach companies, restaurants and other tour operators.
· Organize travel arrangement of guests coming to Singapore. Making accommodation bookings on proposed dates.
· Arrange hotel bookings, local tours and transportation.

· Making sure all travel arrangements run according to plan and that accommodation, meals and service are satisfactory.

· Organising entry to attractions and transport, such as car hire. 

· Writing reports and maintaining records.
Receptionist

Jetset Salon

Jumeirah Beach Road, Dubai UAE

June 2011 – June 2012

· Responsible for booking appointments in Book4Time system.

· Accepting phone calls & customer queries.

· Responsible for keeping customers records & contact information in the database.

· Handles hair salon supplies & inventory  activities.
Customer Service Executive

ePerformax Contact Centers

4F BPI Bldg., Sen.Gil Puyat Ave., Makati City, Philippines

16 August 2009 –20 December 2010

· Responsible for handling queries regarding listing policy.

· Responsible for removing listings in violation on the site.

· Responsible for resolving complaints and educating a member about the site policies.

· Responsible for proper closure of incoming calls and incoming emails and chats.

Reservations Executive

Travel Wide Sales Philippines - Saudi Arabian Airlines

Metro House Bldg. Sen.Gil Puyat Ave., cor Makati Ave., Makati, Philippines

13 July 2008 – 4 August 2009

· Makes and confirms reservations for passengers on scheduled airline flights.

· Arranges reservations and routing for passengers at request of passenger/ ticket agent.

· Types requested flight number on keyboard of on-line computer reservation system and scans screen to determine flight and space availability.
Barista (Part-time)

Rustan’s Group of Company- Starbucks Coffee

Power Plant Mall, Rockwell Center Makati, Philippines

2006 December – 2007 December

· Responsible for taking customer drinks and food orders.

· Responsible for making hot / cold drinks , brewed coffee and serving other items.

· Cash register.

· Housekeeping duties around the coffee shop.

· Managed activities in areas of retail merchandise, purchasing, returns and exchange of goods.



ACADEMIC QUALIFICATIONS
Tertiary Level:
Bachelor of Science in Tourism



Polytechnic University of the Philippines



Sta.Mesa, Manila Philippines



S.Y 2004-2008

Secondary Level:  Bataan Multinational School



    Mariveles, Bataan, Philippines



   Graduated School Year 2004

Primary Level: 
A.G. Llamas Elementary School



Mariveles, Bataan, Philippines



Graduated School Year 2000


PERSONAL PARTICULARS
Birth date

2 May 1987

Birthplace

Bataan, Philippines

Age


28 years old

Gender


Female

Citizenship

Filipino

Civil Status

Single

Languages

English and Filipino

