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OFFICE MANAGEMENT PROFESSIONAL       /        HR GENERALIST       /        LIAISON EXPERT 
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	CAREER HISTORY

ADMINISTRATIVE MANAGER /PRO
M-tech International L.L.C., Dubai, UAE
 (July 2014 – the present)
· Responsible for the organization and co-ordination of office operations, procedures and resources to facilitate organizational effectiveness and efficiency.
· Design and implement office policies and procedures and oversee its adherence.
· Analyze and monitor internal processes, implement procedural and policy changes to improve operational efficiency.
· Maintain effective communication with Unit Heads, managements and staff through relevant briefing sessions or method appropriate to circumstances and attend aupervisory meeting.
· Maintain a systematic process flow to ensure the effective and efficient running of the office and to avoid complaints from the clients.
· Develop action plan, proposals, and other documents needed in the implementation of programs services and ensure by regular checking that the quality of the service is consistent to the desired standard.
· Conduct a review of the daily procedure being implemented in order to update and trim down unnecessary processes and carry out remedial action.
· Accomplishes staff results by communicating job expectations; planning, monitoring, and appraising job results; coaching, counseling, and disciplining employees; initiating, coordinating, and enforcing systems, policies, and procedures.

· Completes special projects by organizing and coordinating information and requirements; planning, arranging, and meeting schedules; monitoring results.

· Provides historical reference by developing and utilizing filing and retrieval systems.
· Improves program and service quality by devising new applications; updating procedures; evaluating system results with users.

· Achieves financial objectives by anticipating requirements; submitting information for budget preparation; 

· Maintains continuity among corporate, division, and local work teams by documenting and communicating actions, irregularities, and continuing needs.
EXECUTIVE SECRETARY / HR In-Charge/PRO
Reporting to the Executive Director, Personnel Compliance and Administrative Department of M-tech International L.L.C., Dubai, UAE (January 2011 -  July 2014)

· In-charge and manages variety of day-to-day administrative and executive tasks that are highly confidential and sensitive.
· Leads an executive research that includes accumulation and assimilation of confidential and sensitive information.

· Produces documents such as charts and graphs for research result presentation.
· Prepares agenda and collect materials for meetings, speeches and conferences, takes minutes and keep records of proceedings.
· Supervises reception handling which covers screening incoming and outgoing business correspondence, and strategically prioritizes the flow of correspondences.
· Handles the Managing Director’s calendar ensuring a well-organized appointment and travel bookings/arrangements.
· Established and maintains various filing and record management systems.

· Prepares annual leave settlement for all employees and ensuring all leave benefits (salary, air tickets) are being paid as per the company policies and procedures.
PRO  Responsibilities
· Organize periodic renewal of Licenses 
· Submission of correct documentation to the Ministry Of Labor for visa applications
·  Submission of correct documentation to obtain licenses and efficient collection of Licenses to take place when completed
· Take, submit & collect all necessary documentation in order to organize all Employee official paperwork.
·  Arrange medical tests, passports, memos, promotional draws and fine resolution.
·  Represent the Company at locations such as the Police Station, Airport, Hotels, Embassies, Ministries/Municipalities & other significant Departments & in accordance with services such as mobile & landline phone service     (connections/disconnections/repairs), mail, electricity
· Accompany the employee as they exit the country.
· Keep the company up to date about changes of rules and procedures of the labor and immigration authorities. 
· Establish good relations with government offices, various embassies and consulates in order to conduct smooth and efficient business dealings with these offices.
· Facilitate all renewals and business transaction in DED and acts as liaison in custom.
COMPANY SECRETARY / HR In-Charge

NDL Steel Pipe Corporation – Hamriyah Free Zone, UAE 

(2009 to 2011)
· Provides a wide range of administrative support for the top management such as calendar handling, travel and visa arrangements, generates reports and presentations, 
· Decisively responds to emails, review and format documents in compliance with the organizational guidelines and inform team 
members of needed actions.
· Ensure management decisions, deliveries are properly carried out and deadline is met.

· Fully responsible for filling and archiving of documents, central filing resources and group electronic filing/archiving system.
· Provides back-up support during the absence of Operation Staff in the department.
· Ensures that the activities are delivered using appropriate methodologies and tools. 

HUMAN RESOURCE MANAGEMENT OFFICER/ADMINISTRATIVE OFFICER in Local Government Unit, Philippines ( 1992 t0 2009)
· Supervises and coordinates personnel administration functions characterized by such functions/activities as employee recruitments, selection, training, performance evaluation, promotion, transfer and administration of fringe benefits and other employee services and the improvement and maintenance of employee relations.

· Supervises activities relating to personnel actions such as transfer, resignation, promotion, assignments and including leaves.
· Identify training needs and arrange staff training as necessary or delegating training to appropriate staff, to undertake their duties effectively and efficiently, dealing with any problems.

· Maintain effective communication with Unit Heads, managements and staff through relevant briefing sessions or method appropriate to circumstances and attend supervisory meeting when called.

· Develop action plan, proposals, and other documents needed in the implementation of programs services.

· Maintain a systematic process flow to ensure the effective and efficient running of the office and to avoid complaints from the clients.

· Ensure by regular checking that the quality of the service is consistent to the desired standard.

· Conduct a review of the daily procedure being implemented in order to update and trim down unnecessary processes and carry out remedial action.
EDUCATIONAL ATTAINMENT
Master’s Degree          MASTER IN PUBLIC ADMINISTRATION
                                      University of San Agustin, Philippines

                                         Scholar – Canadian  -LGU

                                         Philippines Scholarship Program

University Degree       BACHELOR OF ARTS IN ECONOMICS
                                      University of San Agustin, Philippines

                                      University Academic Scholar

Second Course            BACHELOR OF SCIENCE IN NURSING

                                      West Negros University

Other Training Courses and Programs/Seminars Attended

· Supervisory  Development Course Track 1 – 3

· Distance Learning Program in Civil Service which focuses on the following Personnel Administration:

                    Personnel Action
         
                    Employee  Conduct  and Discipline

                    Personnel Relation;  Employee Welfare and  Benefits

                    Career and Employee  Development

· Seminar Workshop for Personnel Selection Board Members

· Integrated Capability Building Program in Group Dynamic and Human Relation

· Seminar Workshop on Flowchart and Agency Guide Handbook Preparation

· Empowerment Course for Personnel Managers Tracks

· Seminar-Workshop on the Policies on Qualifications Standards, appointment Preparation and Leave Administration

	
	





CORE COMPETENCIES





Master’s Degree holder and a consistent Scholar all throughout her academic years


15  extensive solid years of relevant work experience in the field of Administration and HR Management


Very Versatile and easily adapts to changes


Has an excellent written and verbal communication skills 


Has a strong problem solving ability and effective multi-tasking capacity


Proven track record of     Effective liaison skills


 Strong analytic and leadership skills








Licensure/Career Eligibility


Registered Nurse


Career Service Professional   - 87.56%




















I.T. SKILLS


Working knowledge of CRM Softwares:





Customer Management      Software 





MS Office


    Word, Excel, PowerPoint





Emails


MS Outlook, Access
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