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Timothy 
Career Objective
                 To obtain the opportunity of holding a challenging job in an organization where I can contribute, share my knowledge and experience necessary for future advancement and to develop a dynamic career that would ensure professional and personal growth.
  Brief Overview
· Bachelor Degree holder major in Tourism Management at University of the East – Manila, Philippines
· Several years of experience in various duties such as HR Services, HR Operations, Expatriate housing & legal documentation, Company benefits & other  government benefits/ processing at Solaire Resort & Casino – Manila Philippines
· Demonstrated ability to deal with different colleagues which requires a high levels of patience and tact in fast pace environment
· Well versed in anticipating colleague’s need and responding appropriately
· Responsible in handling inbound and outbound calls daily
· Strong analytical, problem solving &organizational abilities. Possess a flexible & detail oriented attitude
· Proficient in using Microsoft Office Applications, MS Outlook, Lenel System.
Work Experience
   Company Profile

                 Solaire Resort & Casino in Entertainment City is a massive complex built along the Bay City area of Parañaque, in Metro Manila, Philippines which includes a five-star hotel covering a total of 8.3 hectares (21 acres), houses two 17-storey five-star hotels. The Bay and Sky Tower features a total of 800 rooms, suites and villas. 
Position: HR Clerk– Team Member Concierge Services (Pre-Opening Team)
Company: Solaire Resort & Casino (March2013-September2015)

HR Clerk
· Maintaining employee  records
· Presenting benefits packages

· Interviewing new employees, checking references and organizing background checks
· Providing policy training
· Assist with other clerical and analytic tasks as needed
· Performs a variety of Internet research functions and uses word processing, spreadsheet and presentation software
· May assist with overflow work from administrative and executive assistants and fill in for the office receptionist as needed
· Effectively and efficiently complete and maintain all activity records, files and reports as required by the supervisor
HR Services

· Responsible for handling inbound and outbound calls daily
· Set up stocks and maintain work areas
· Knows how to provide concise and accurate directions
· Provides Team Members with information about facilities, services, company benefits and other government benefits
· Operate office machinery (i.e., computer, copy machine, fax machine)
· Knows how to operate Lenel System to create company ID
· Organizes special functions as directed by supervisor
· Arranges secretarial and other office services
Expatriates Services
· Creating contracts 

· Reporting key data 

· Tracking relevant information 

· Providing general assistance to expat employees 

· Ordering services with external providers 

· Maintaining personal records 

· Processing invoices
· Develops and implements policies and procedures for placing expatriates.

· Oversees visa procurement, tax equalization and coordination of housing, benefits, and compensation packages.

· Acts as advisor to expatriate administration team regarding projects, tasks, and operations.
 Achievement

· Solaire Sunshine Awardee - Service 2014
Personal Data
Nationality
:
Filipino

Date of Birth
:
October 19, 1993

Marital Status
:
Single
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