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VIRGINIA 
C/o-Mobile:   +971 505891826
E-mail:   Virginia.377822@2freemail.com 
CAREER OBJECTIVE: 
To seek for a challenging opportunity as a HR Executive where I can utilize my experience and skills towards the mutual growth of both, me & employer’s prospects to the fullest and will have positive impact on the operation and success of the organization.
PROFILE:

· Achieved +9 Years UAE Experience purely in both HR and Administration Department.
· Well-Versed with Human Resources Documentation Procedures.
· Good Knowledge about Basics of Middle East Labor Laws.

· Fair Knowledge in Employee Benefit Laws in brief.
· Possess Advanced Skills in various HR process.
· Possess Advanced Skills in both Sales and Administration process.
· Fluent in English both Written and Oral.
· Proficient in MS Office Applications.

· Capable of working under Minimum Supervision and Goal-Oriented Individual.

· Self-Motivated, Dedicated, Honest, Loyal and Hardworking.

· Well-Organized, Fast Learner and Action Oriented.
· Average Spreadsheet Skills.
PROFESSIONAL SKILLS:
	1. Administration Skills

	2. Human Resources Skills

	· Problem Solving Skills
	· Employment Offer Preparation Skills

	· Attending Reception and Clients
	· Employee Orientation Support

	· Scheduling of Meetings and Appointments
	· Knowledge of Recruitment Process

	· Monitoring and Follow-up Skills
	· Documentation and Filing Procedures

	· Filing and Document Tracking Skills
	· Personal File and Data Management

	· Documentation Control Procedures
	· Leave Record Management and Scheduling

	
	

	3. Computer Software Skills
	4. Communication Skills

	· MS Word and Excel
	· Interaction and Communication Skills

	· Basic PowerPoint Presentation Skills
	· Electronic Communication (MS Outlook)

	· Basic Paint Abilities
	· Self-Correspondence and Interpersonal Skills

	· Internet Surfing and Data Search
	


JOB EXPERIENCES:
Human Resources Executive /
Infotouch FZ LLC
Commercial Officer
Building 11 (3M/WIPRO Bldg.), Dubai Internet City, Dubai, United Arab Emirates







April 1st, 2012 – January 11th, 2018


Responsibilities/Duties:

· Preparation of all Legal Documents for VISA Application and Initiating the same thru the AXS System (TECOM Portal) such as New Residence VISA Applications, Medical Insurances, Salary Bank Account Openings, Renewals & even Cancellations.

· Coordinating with the PRO for various employee and company requirements on VISA and Licensing purposes.

· Preparing Letter of Employment Offers, Salary Certificates, Increment Letters, MOMEs and Notice Emails to/for employees.

· Creating and Maintaining both Electronic & Physical Employee Records/Information required for HR Documentation and Validation.
· Supervising and Proper Maintenance of Employee Files and Maintaining Document Control as well.

· Preparation of new HR Forms as per ISO Certification requirements and maintaining the same.
· Assisting in Scheduling of Interviews and Recruitment Procedures such as preparation for Employees Joining, General Orientation & Training to New Staffs.
· Daily Staff Attendance Monitoring, Reporting and Attendance Discrepancy Verification.

· Providing Support for Payroll Processing (salary benefits, cash advances, reimbursements & compensation).
· Preparing and Presenting both Monthly & Weekly Reports with the Team & Management.
· Maintaining Monthly Calendar of Schedules such as meetings, activities, conferences and travel arrangements (even coordinating and organizing the same). Providing Annual Leave Scheduling and Leave Management reports.
· Assisting for Conducting the Yearly Appraisals.

· Communicating with Staffs on HR Activities.
· Providing assistance to Staff for any queries and in understanding the Employee Handbook Terms.

· Solving day to day issues among the employees if required by the management and informing them the same.

· Assisting the HR Manager with the Exit Interview and Ensuring proper Exit Procedures.
· Providing Assistance to the Management either be Corporate and/or Personal Tasks such as processing of Trade License renewals, Corporate Tenancy Contract renewals, PO Box renewals, Establishment Card renewals and Corporate Insurances required for T/L renewal.
· Maintaining and supervising the database of Electronic and Physical files of all NDAs, Agreements & Contracts from all Clients & Vendors. Including Pre-qualifications, Vendor Registration, Proposals, Tenders, BOQs, RFIs and RFQs (Commercial Documents).

· Assisting in preparing the standard NDAs, Agreements and Contracts between the Company and the Clients. Discussing the document with/to the Management before dispatching the document to the Sales Team & End User.
· Preparing and updating the List of Clients and Projects References.
· Preparing and presenting Monthly Reports (both WSR and MSR with table or pie charts) for Sales and Accounts which needs to be provided to the Management.

· Assisting in Negotiation with Supplier of variations in the final price, delivery timeframe and specifications.

· Accountable in supporting the Sales Team for any Commercial Documentations required for the Tenders and Proposals submission.
· Assisting the Accounts for payment follow-ups (receivables) from the Clients if required by the Management.

· Supervising with the Financial Accounting (such as Invoicing, issuing SOA to clients, payables for processing and receivables for follow-ups) if required by the Management.
· Preparing and composing letters for Corporate Purposes (such as Refund Letter, Deactivation of Bank Account, Requesting for Bank Account Details Letter, Authorization Letter and etc.).
· Can provided assistance to Admin Department if necessary.
· Directly reporting to the CEO and Finance Manager as their Executive Secretary for maintaining Monthly Calendar of Schedules such as meetings, conferences and travel arrangements.
· Performs other duties or related work as assigned and instructed by the Management.

Administrative In-charge /

Infotouch FZ LLC

Project Coordinator
Building 11 (3M/WIPRO Bldg.), Dubai Internet City, Dubai, United Arab Emirates







October 15th, 2008 – March 31st, 2012


Responsibilities/Duties:

· Accountable for all Administration and Corporate documentations both processing and filling in records: like processing of Trade License renewal, Corporate Tenancy Contract renewals, PO Box renewals, Establishment Card renewals and Corporate Insurances required for T/L renewal, Employees Medical Insurances.
· Directly reporting to the CEO and Finance Manager as their Executive Secretary for maintaining Monthly Calendar of Schedules such as meetings, conferences and travel arrangements.
· Deals with Sales and Clerical / Administrative works.
· Deals with the Financial Accounting (such as Invoicing, issuing SOA to clients, payables for processing and receivables for follow-ups).
· Can work as a Sales Coordinator if required.
· Preparing and organizing Company Events like Blood Donation Campaigns, Company Anniversaries, Management Birthdays, Christmas Party, etc.
· Preparing monthly reports both WSR and MSR for both Sales and Accounts which needs to be provided to the management with table or pie charts and updating the same.

· Making accurate, rapid cost calculations of costing sheets, getting the same approved from the management and providing customers with quotations based on their BOQ.

· Negotiating variations in price, delivery timeframe and specifications.
· Deals with logistics / shipping instructions and receiving of materials.

· Maintaining and developing relationships with the existing customers via telephone calls and emails.

· Proper filing and organizing of all documents / records like Purchase Orders from Clients, Invoices from both Clients & Suppliers, Contracts/Agreements/NDA, etc.
· Composing MEMOs and Letters either be for Corporate or Administration purposes.

Customer Service Representative

SYKES ASIA, Incorporated







34/F Burgundy Corporate Tower








252 Senator Gil Puyat Avenue








Makati City 1200, Philippines







April 2nd, 2007 – March 1st, 2008


Responsibilities/Duties:

· Answering phone calls.

· Assisting customer/s about their account/s.
· Ensuring that each customer will be served satisfactorily.

· To verify and ensure that the customer is the owner of the concerned account/s before providing any information.
· Checking customers' account/s being inquired if it’s up to date like payments had been made on time, fees being billed and products or offers available on their account/s.

· Providing customers option/s in resolving their concerns and issues.
Management Trainee

INK FOR LESS

Suite 2303A West Tower Philippine Stock Exchange Center (Tektite) Exchange Road,

Ortigas Center, Pasig City, Philippines





March 16th, 2005 – April 1st, 2007


Responsibilities/Duties:

· Responsible in promoting good relationship between INK FOR LESS and National Book Store (NBS).

· Responsible in promoting the products (inks and refill kits) of INK FOR LESS.

· Troubleshooting, analyzing and refilling different types of ink / toner cartridges.

· Preparing our monthly reports (WSR and MSR) which are required by the Accounts Department and provided the same to the management with table or pie charts.
EDUCATIONAL BACKGROUND:
College: 

Bachelor of Arts and Sciences

AB Major in Mass Communication (Advertising)

Lyceum of the Philippines

Intramuros, Manila, Philippines





2000 – 2004
PERSONAL INFORMATION:

Birth Date:


4th of May 1983


Civil Status:


Married

Nationality:


Filipino
VISA Status:


Cancelled VISA
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