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CAREER OBJECTIVE:
To secure a position in a competitive organization where my extensive experience in Human Resources, Payroll and Administration combined which can be utilized with companies objective in progress.
SUMMARY OF QUALIFICATIONS:
· Established UAE Experience for 8 Years in the field of Human Resources, Payroll and Administration. 
· 5 Years Experience in Secretarial and Administrative support to the management, financial management and providing Board support. 
· Experience in Payroll Management for 5 years with precision in efficient tallying of individual accounts, project base payables and employee payroll system. 
· 3 Years Experience in using Oracle Hi-sys in Accounting Data Entry which improves work efficiency of accurate data that pertains with the disbursements, liquidations and payables. 
· Knowledgeable in Microsoft Office 2007 (Word, Excel and Power Point) 
· 4 Years Experience in Hospitality Industry and Customer Service. 
· Graduated from a reputable college major in Program Analyst. 
· Good interpersonal skills, analytic, organize and demonstrate pro-active in dwelling towards given responsibility. 
EDUCATIONAL BACKGROUND:
Tertiary
Diploma of Information Technology (Analyst Programmer)
Australian Institute of Management and Computing
Sydney, Australia
February 2002
Secondary
Ville Saint John Academy
Paranaque City, Philippines
March 1998
Valedictorian
Certification
Certified Human Resource Professional
Blue Ocean Training & Consultancy
Dubai, UAE
WORK EXPERIENCE:
Oct. 2010 – Dec. 2015
SJS MARKETS LIMITED
406 Citadel Tower, Business Bay, Dubai, U.A.E.
Administration Assistant (Assistant to HR)
· Process documentation and prepare report of personnel activities ( Visa Status, Health Insurance, Leave Report, grievances, performance evaluation) 
· Deal with employee requests regarding human resources issues, rules, and regulation and properly handles complaints and grievances procedure 
· Coordinated, scheduled, and arranged meeting and travel calendars, including business and social events. 
· Created detailed expense reports, Book keeping and payments. 
· Liaise with the Singapore, Hong Kong, and India Office for other administrative duties. 
· Monitoring of inventory, office equipments, ordered and distributed office supplies while adhering to a fixed office budget. 
· Raising of purchase orders and invoice tracking. 
· Processing all incoming/outgoing calls, correspondence and filing. 
· Composed documents and organized office to increase efficiency. 
Jan. 2007 – Sep. 2010
ROBUST CONTRACTING DUBAI L.L.C.
Street 14B, Community 369, Al Qouz
Accounting Staff – Payroll Officer
· Managed monthly payroll of approximately 3,200 employees (200 staffs and 3,000 laborers) by filing and securing employee payroll information, issued payroll without errors. 
· Responsible for timely submission of the employee’s timecards/timesheets, encoding, checking of the missing report, processing of the accumulated data, and finalization of the payroll. 
· Coordinating with Personnel Department and other operational units for employee’s status necessary for the completion of payroll. 
· Develops and maintains data, and performs routine analysis and calculations in the processing of data for recurring internal reports. 
· Process monthly payroll and screen for accuracy and detail regarding basic salary, overtime payments, travelling expenses and related benefits 
· Identify all discrepancies in payroll earnings to ensure equality and accurate reporting. Record any changes to employee details. 
· Preparation and calculation of staff/labours sick leaves, annual vacation, resignation dues, gratuity and other staff grievances. 
· Checks every detail of contract, contract parties, approvals, scope of work, contract values, payment terms and encode these details in the system. 
· Coordinates with project manager regarding contract balances and other issues related to contracts, contractors and sub-contractors. 
· Prepares monthly Salary Cost Report Project wise or as per required by the Accounts Manager and as directed of the General Manager. 
Oct. 2004 –Oct. 2006 ALERT SECURITY AND INVESTIGATION AGENCY
Gen. Belarmino St. Bangkal Makati City, Phil.
Payroll & Administration Assistant
· Responsible for fortnightly payroll preparation of  2,000 to 3,000 employees. 
· Audited a variety of payroll related information (timesheets, timecards, transfer report, additional pay/deduction) for the purpose of ensuring accurate distribution of funds and payroll. 
· Ensures all tax, benefits, and payroll law and regulations are consistently met. 
· Compensation and benefits administration and record keeping. 
· Creates, maintains, and updates documentation on payroll operations, policies and procedures, files, databases, records, and/or other documents as resolution of day-to-day administrative and operational problems. 
· Screening phone calls, Calendar coordination and arranging travel itineraries for the Personnel Manager. 
· Provides Comprehensive Practical Support and guidance to other members of staffs, both individually and or collectively. 
· Assisting with the preparation of scheduled and/or ad hoc statistical and narrative reports. 
	PERSONAL INFORMATION:
	
	

	Birthday
	:
	20th July 1981

	Age
	:
	34 yrs old

	Languages
	:
	English, Tagalog

	Visa Status
	:
	Residence Visa

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


