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JOSEPH 
Human Resources Executive
Visa Status :    Employment - Transferrable
OBJECTIVE:

To pursue a career in the field of Human Resources as HR Generalist/HR Executive/HR Coordinator/HR Officer/ HR Administrator/ HR Assistant with dedication, good work ethics and professionalism, combined with the desire to utilize my knowledge, skills and experiences in order to provide a more valuable support to the growth and success of the Company.
QUALIFICATIONS:
· With Bachelor’s Degree Major in Psychology having 7 years full UAE experience in HR
· Knowledgeable and familiar with the UAE Labour Law
· Excellent English communication skills in both oral and written
· Able to do multitasking and Proficient with Microsoft office programs
· Experienced in handling administrative activities and confidential matters. A team player, hardworking and have the ability to work independently
· Has a good planning strategies, strong interpersonal and problem solving skills
· Employee relations expert especially in resolving conflicts and grievances including the ability to interact effectively with all levels throughout Company organization.
EDUCATIONAL ATTAINMENT:
Bachelor of Science in Psychology - (Attested & Verified in the Philippines and UAE)
Year Graduated:  March 1996, Philippines
WORK EXPERIENCE SNAPSHOT:
HR Assistant/HR Generalist





May 2008 – Jan 2016

LLC, Sharjah, UAE

(Industry: Manufacturing/Production/Turnkey Construction/Engineering)

HR/Admin Assistant






Dec 2005 – Apr 2008

Tadweer Waste Treatment LLC, Dubai, UAE




(Industry: Health/Safety/Environment/Production)

HR/Admin Staff/Coordinator





Aug 1997 - May 2005

Canossa College, Laguna, Philippines





(Industry: School/Education)
HR/Admin Officer 






May 1996 – May 1997

St.Martin de Porres Street Children Homes, Inc.

Laguna, Philippines

(Industry: NGO/Charity/Education)
Specific Job descriptions/Responsibilities in HR role:
Latest Company Profile I served for more than 7 years: Design and Fabrication of PEB Steel Structures, Insulated Panels, Cold Room Panels, Aluminum Rolling Mill, Coils and Sheets, Turnkey Construction, Electrical and MEP Works, Paint Manufacturing facility for coil and can coating. (ISO 9001 Quality Products Certified/Accredited – BVQ)

Reason for Leaving: To relocate work, more Career growth
· Started as Site HR Assistant to attend to all employees’ need, complains and grievances with full coordination in the Main Office including receiving and orienting 50-100 employees in one time
· Actively involves in the Payroll, Attendance monitoring of all employees to control Absenteeism, Leave plans, Benefits & Compensation, Training and Safety of Employees, etc.
· Day to day HR Administration and Management regarding Visa application, Visa renewal, Cancellation, Reporting of Absconding employees and other related jobs to assist the PRO 
· Assists the HR/Personnel Manager in developing and formulating Company rules, policies and procedures as well as its overall implementation. 
· Monitors absent employees/workers daily in coordination with the Camp Boss, Department Heads and Shift In-charge and ensures that workers are attending to their duties diligently and not wasting Company’s valuable time.
· Compiles manpower requirements of all Departments and coordinates with local and overseas labor agencies for the same after approval by the Management by placing adverts using a wide range of media (e.g. newspapers, websites, etc.)
· Coordinates the schedules of interviews of applicants, send location maps, conducts initial interviews through telephone and attends to the selected candidates until the time of hiring.

· Conducts orientation and factory tour to newly hired employees, discuss Offer/Appointment Letter and explains Company Policy Manual 

· Coordinates with Accounts Department in processing request of employee with regards to Salary payment, Salary advance, Annual leave payment, Final settlement and attends to other employees’ concerns and answers queries of all employees
· Monitors and updates HR Database for validity of passports, residence visa, EID, etc. and maintains employees’ personal file and a weekly manpower allocation report
· Prepares Disciplinary and Warning Memos, Contracts Renewal Letters, Offer Letters, Salary/Employment certificates, and other correspondences of the Dept.

· HR representative for ISO Audit/Accreditation
· Other jobs may be assigned as and when the need arises
Specific Job descriptions/Responsibilities in Administrative role:
· Arranges Company provided accommodation for newly-joined personnel and transportation for workers’ medical check-up, Annual vacation and cancelled employees
· Works closely with the HR/Admin/Plant Manager and Camp Boss in the overall implementation of company policies and ensures that whatever orders, directives, instructions being released by the Management are being disseminated properly, followed-up and action taken until they are done.

· Looks after all the welfare of the Labor camp, working hand in hand with the Camp Boss, including maintenance, housekeeping, transport, etc. and coordinates with concerned personnel/Department in case any maintenance/repair is required.

· Arranges Hotel bookings, Flight tickets and prepares its Payment Instruction for Director’s approval and reconciliation of Petty cash
· Monitors and updates Company Vehicle list and registration

· Coordinates/Contacts Insurance brokers for Medical Insurance of all employees
· Performs general clerical duties to include but not limited to photocopying, faxing, mail distribution and filing
· Other jobs may be assigned as and when the need arises
PERSONAL DETAILS:
Nationality

:
Filipino

Civil Status

:
Married
Birth date

:
October 31, 1973

Religion


:
Christian

Availability to join
:
Immediate
I hereby certify that the above information and statements are true and correct to the best of knowledge and belief.
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