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Ryan.254406@2freemail.com 
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OBJECTIVE
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To be able to perform my task and to gain personal growth that contributes to the company’s progress.
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QUALIFICATIONS
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· Internal Auditor (TUV Nord) 
ISO 9001:2008 Quality Management System Requirements 
· Development Programme ADNH/Compass 
Understanding yourself and teams, Time Management, Leadership, Communication, Coaching, Delegation, Engagement, Appraisal and Disciplinary. 
· The Leadership and Supervisor training Programme 
Institute of Leadership & Management (ILM) - QISC Through Qatar International Safety Centre W .L.L 

[image: image3.jpg]


EMPLOYMENT BACKGROUND

ESS – Compass Catering Services W.L.L
· Administration Assistant (Acting HR) 
Aspire Zone Project, Doha Qatar May 01, 2015 – December 14, 2015 
Essential Responsibilities: Human Resource 
· Coordinating to the head office relating to HR works such as: 
· Employee Contract Signing 
· Employee Medical Schedule 
· BICS Card/ Certificate Application 
· RP Renewal 
· Preparing leave application, resignation, emergency leave and termination and sending it to head office for further process. 
· Perform a wide variety of responsible clerical, technical, administrative, and office support duties in support to the project. 
· Provides payroll information such as Transfers, Resignation, Termination, Approved OT, Medical information and other requirement. 
· Maintains employee’s confidence and protects operations by keeping human resource information confidential. 
· Filing and maintaining employee records in their personal files. 
· Perform related duties as required. 
Essential Responsibilities: Administration Assistant
· Organizing the schedule of site induction for the new employee before commencing the work. 
· Preparing and processing the access card for the employee (New application, Renewal, Change of lost ID card). 
· Preparing daily timesheet for all the locations (Morning, Afternoon and Night shift). 
· Responsible for checking and maintaining the staff level as per bill of quantities on a daily basis (Morning, Afternoon and Night). 
· Re-allocating the staff area to cover when there is a shortage in a particular locati on. 
· Responsible for ordering food for the employees from CPU (Lunch and Dinner) on a daily basis. 
· Responsible for making staff deployment plan for Aspire event (If in-house deployment required). 
· Assisting and reporting to Operations manager/ Asst. Operation Manager on a daily basis. 
· Assisting the employees with their concern relating to HR matter. 
· Preparing HR monthly report. 
· Perform other duties as assigned. 
· Supporting payroll department such as checking the daily timesheets each month during payroll process period. 
ESS – Compass Catering Services W.L.L
· Quality Management System Assistant (QA/QC Department) 
AMW AJ LGV Project, Laffan Global Village Ras Laffan Industrial City Doha Qatar 
November 01, 2012 – May 01, 2015 
Essential Responsibilities: 
· Assists the QA/QC Systems Manager in creating and implementing quality systems as required 
· Assists the QA/QC Systems Manager in drafting and reviewing Standard Operating Procedures and Methods of Statement 
· Assists the Compass HSSEQ Country Manager and the QA/QC Systems Manager in conducting internal audits 
· Provide support for the QA/QC Department during Corporate/ Client audits 
· Assists the QA/QC Systems Manager in maintaining a document control system for the project operations documents and for the conveyance of the document control requirements included in the company’s SOW 
· Establish configuration and document control approval and implementation process under the direct supervision of the QA/QC Systems Manager 
· Establish a filing system, which assures that documents are safely secured, maintained, and readily retrievable 
· Establish necessary logs, registers, transmittals and acknowledgements to determine and record status of documents in accordance with the Contract Documents 
· Assists with organizing and delivering internal quality trainings 
· Monitors performance by gathering relevant data and producing statistical reports together with the QA/QC Systems Manager 
· Uses department databases to track and manage and control issued documents 
· Update of documents to maintain current revision as directed by the Doc and Data Release Process and the Change Control Process 
· Assists in creating and formatting documents and data into ESS established document format 
· Perform other duties as assigned. 
ESS – Compass Catering Services W.L.L
· HR Assistant (Acting) 
Qatar Aluminum Project, Mesaieed Industrial City, Doha Qatar 
September 09, 2011 – October 30, 2012 
Essential Responsibilities 
· Welcomes new employees to the organization by conducting orientation. 
· Provides payroll information by collecting time sheets and attendance records. 
· Submits employee data reports by assembling, preparing, and analyzing data 
· Maintains employee information by entering and updating employment and status -change data. 
· Provides secretarial support by entering, formatting, and printing information; organizing work; answering the telephone; relaying messages; maintaining equipment and supplies. 
· Maintains employee confidence and protects operations by keeping human resource information confidential. 
· Maintains quality service by following organization standards. 
· Maintains technical knowledge by attending educational workshops; reviewing publications. 
· Contributes to team effort by accomplishing related results as needed. 
· Reception Supervisor 
Qatar Aluminum Project, Mesaieed Industrial City, Doha Qatar 
August 16, 2008 – September 09, 2011 
Essential Responsibilities: 
· Provide a safe & welcoming environment for all the Residents. 
· Organize appropriate staffing levels 
· Supervise the Reception Staff 
· Conduct Camp Inductions for New Arrivals. 
· Ensure exceptional service Standards to all Residents & deal effectively with Resident queries. 
· To abide by & enforce Company Rules & Procedures. 
· Conduct required Training for Staff & on the job training for new recruits. 
· Compiling Daily & Monthly Man-day Reports for monthly Accounting purpose. 
· Reconciliation of the Night Report. 
· Performs other duties as assigned by management for business requirements. 
ESS – Compass Catering Services W.L.L
· Receptionist 
SHELL Pearl GTL Project Ras Laffan Industrial City Doha Qatar 
August 08, 2007 - August 16, 2008 
Essential Responsibilities: 
· Meet & Greet Residents. 
· Attend to Telephone Calls & provide required information to Callers. 
· Receive and Register residents on arrival. 
· Control Advance Bookings 
· Deal with queries from the Residents. 
· Coordinate with the Housekeeping Department for Check-In & Check-out Rooms. 
· Key Management. 
· General Administrative & Clerical Support. 
· Receive & Sort Mail. Forward Incoming Mail and Messages to Residents. 
· Maintain appointment diary either manually or electronically for Conference Room Bookings. 
· Generate Daily Man-day Reports, ETA & ETD Report and Demographic Report & Room Allocation Report. 
· Tidy and Maintain the Reception Area. 
· Performs other duties as assigned by management for business requirements. 
E-Pacific Global Contact Center
· Customer Service Representative 
Emerald St. Ortigas Pasig city, Philippines September 2005 
Essential Responsibilities: 
· To sell and present company products and services to current and potential clients. 
· Manage an assigned territory with the goal of increasing company revenue by generating sales from new and existing customers across multiple industries 
· Prepare action plans and schedules to identify specific targets in your territory. 
· Meet sales goals for products and services to both new and existing customers in assigned territory. 
· Prepare presentations, proposals and sales contracts 
· Influence buying decisions 
· Develop and maintain sales materials and current product knowledge 
Star Land Theme Park and Resort
· Marketing Staff 
Star Mall, Alabang Muntinlupa City, Philippines March 2004 – January 2005 
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OTHER TRAININGS

· Internal Auditor Training 
· Development Programme ADNH/Compass 
· You as Manager 
· Time Management 
· Leadership Programme 
· Supervision within LCA (Life Critical Activities) 
· Planning and Organizing 
· Cultural Awareness 
· SSK Training 
· IIF Orientation 
· Quality Control 
· PTW (Permit to work) 
· TSTI (Total Safety task Instruction) 
· Flawless Start up Initiative 
· Practical Leadership Training 
· Evacuation W arden Training 
· Train the Trainer 
· Telephone Etiquette 
· Receptionist Training 
· Customer Satisfaction 
· Personal Hygiene 
· Safety at W ork place – HSSE Introduction 
· Introduction to HSE and Leadership 
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EDUCATIONAL BACKGROUND

TERTIARY
WEST BAY COLLEGE Computer Engineering 5th yrs
Cajiles Compound Ilaya St. Alabang Muntinlupa City (1999-2004)- Under graduate
SECONDARY
SOUTH CREST SCHOOL
Soldiers Hills Village Muntinlupa City (1995-1999)
PRIMARY
S.H.E.S (Soldiers Hills Elementary School)
Soldiers Hills Village Muntinlupa City (1989-1995)
