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 Geray
Geray.360423@2freemail.com 
Availability : Immediately
Career Summary:
Working as HR Practitioner for total of 4 yearswith 2 years experienced of visa processing such as work permit, entry visa until residence visa and coordinates to PRO officer to ensure smooth workflow of the processing as well as provide assistance to employees concern within HR & company policies. 

WORK EXPERIENCE: 
Al MASSA GROUP OF HOTELS, Al Ain, Abu Dhabi UAE
HR CoordinatorMarch 05, 2015- March21, 2017
JOB DESCRIPTION

· PRO Assistant/Liason
· In charge& handle of visa processing of work permit, entry visa &residence visa

· Monitorlabor card expiry&residence visa expiry of the employees
· Facilitate renewal of labor card, Emirates ID until residence visa.
· Process for health insurance ( new staff &  renewal)

· Comply for labor quota requirements and labor audit

· Sourcing of applicants based on manpower request

· Liaison In charge through Philippine agency &  local hiring

· Conduct initial interview for local applicants/ skype interview
· Monitor the vacation leave of employees
· Arranged flight ticket for new staff,cancelled employees and vacation leave.
· Process cancellation as per end of contract/visa expiry or termination.
· Monitor the expiry trade license of hotels, vehicle license.
· Administer internal memos, grievance and disciplinary action.
· Implement HR forms and Revised HR policies 
· Filing/record keeping of employee files & Other HR Clerical task 
YuenthaiPhils Incorporated, Philippines   December 2012- February 2015
Apparel Industry (Adidas & Reebok)

Hr Recruitment Officer/ISO Internal Auditor 
· Sourcing of applicants based on job vacancy.
· Posting job hiring through online, newspaper and bulletin board

· Conducting & interpreting industrial exam for applicants ,
· Facilitate the recruitment process of  applicants 

· Scheduling the new intake for company orientation ( contract signing & ID)

· Endorsement of newly hired applicants to their respective departments
· Internal ISO Auditor 14000, ISO 9000
Personal Data
       Age                  : 27 years old

        Date of Birth :  July 17, 1989

                Religion     :  Roman Catholic

        Nationality :  Filipino

        Status          :  Single

        Gender        :  Female

    Skills             : Proficient with MS Office: Excel, Word, Outlook, & Power Point.           Intra and Interpersonal skill
EDUCATIONAL BACKGROUND:
College:  Bachelor of Science in Psychology, 
University of San Carlos, Cebu City, Philippines
Graduated- March 2012
