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Sheryl 
HR Officer – UAE Experienced

Birthdate: October 28, 1995
Sherly-405569@2freemail.com 

CAREER OBJECTIVE
To work in an organization which can provide me with varied opportunities to expand my knowledge and improve my skills and learn and grow while working towards the organizational goals.
WORK EXPERIENCE
MEi International Traders  DUBAI, UAE
Office Executive From 2018 until Present
· TL Group established in 1953 and distributors of major global consumer electronics.
Duties & Responsibilities:
· Schedule job interviews and contact candidates as needed.
· Being actively involved in recruitment by preparing job descriptions, posting ads and managing the hiring process. Conducts various pre-employment activities (medical insurance, orientation and induction, visa for employee, ID cards, etc),
· Obtaining visit visa for visitors.
· Facilitates renewal of work permit, visa & visa cancellation of employee.
· Advise employees on the rules and regulations regarding visas and labour laws.
· Maintain accurate records for all visa-related activities.
· Ensure that all immigration processing activities are completed within established time frames.
· Maintains an organized filling system of paper and electronic documents for records, correspondence and other materials.
· Handles employee’s leaves
· Collect documents from employees as per standard checklist for visa processing. Ensures that contract renewals are done in a timely manner.
· Assist in performance management and employee evaluation.
· Facilitates the medical insurance of employees.
Receptionist cum Admin -Service Centre Department (from 2018- January 2023)
Duties & Responsibilities:
· Perform standard office procedures, draft correspondence, data entry, scanning, photocopying, correspondence, reports and other administrative tasks as assigned by department head.
· Responding promptly to customer inquiries.
· Welcomes guest and customers by greeting them in person or on the telephone; answering or directing inquiries.
· Ensure customer satisfaction and provide customer support.
· Respond to emails or others messages as needed.
· Acknowledge and resolving customer complaints
· Maintaining a positive, empathetic and professional attitude toward customers at all times.
· Making Job Cards, Invoices, Purchase Order & Quotation.
· Preparing Monthly Reports
· Handle all the payments
· Manage parts center
Sales Coordinator – Marketing Department (reliever)
Duties & Responsibilities:
· Creating sales order proposals
· Creating Pro-forma invoices
· Coordinating stock transfers
· Generating stock report
· Carries out administrative duties such as filing, typing, copying, binding, scanning etc
· Creating credit limit proposals.
IT OFFICER -IT Section (reliever)
Duties & Responsibilities:
· Provide support, including procedural documentation and relevant reports
· Helping staff or colleagues solve the system error
· Creating product & price listing
· Entering purchase order
· Maintaining and updating order diary
· Entering shipment & stock arrival
· Closing/ short closing open orders
· Creating new customer listing and updating
Chevrolet Iloilo Iloilo, Philppines
Parts Admin (February 2017-February 2018)
· Chevrolet Iloilo is a dealership granted to GrandCars Inc. – a counterpart of Grand Canyon Multi-Holdings Inc. in 2006 by Chevrolet Philippines. GrandCars, Inc. (Chevrolet Iloilo) is a corporation with an exclusive dealership of Chevrolet Automobiles in Iloilo City marketing mid-range to luxurious automobiles.
Duties & Responsibilities:
· Assistcustomers in the selectionand purchase of requiredparts, offer specials, and ensure that the customer is made aware of the full product line.
· Assist in maintaining parts bins andshelves in an orderlyfashion
· Presentall customers with the appropriate copy of the invoice
· Determine availability andprovide necessary information for out-of-stock parts and secure approval for special and/or emergency orders by PartsManager
· Assist with the maintenance of the parts catalog, price schedule, and other technical informationand bulletins to include electronic cataloging
· File Parts Department copies of invoices and purchase orders daily
Spa Riviera Iloilo City Inc. Iloilo City, Philippines
Payroll Officer (April 2015-2016) Duties & Responsibilities:
· Process bank deposits
· Prepare send and store invoices
· Submit tax forms
· Making journal entries
· Preparing Payroll & commissions
· Gather information on hours worked for each employee
· Calculate the correct amount incorporating overtime, deductions, bonuses etc. with assistance of a computer system
· Receive approval from upper management for payments when needed.
· Prepare and execute pay orders through an electronic system or distribute paychecks.
· Administer statements of payment to personnel either electronically or on paper
· Process taxes and payment of employee benefits
· Keep track of hour rates, wages, compensation benefit rates, new hire information etc.
· Address issues and questions regarding payroll from employees and superiors
EDUCATION
· Bachelor of Science in Accounting Technology University of San Agustin Iloilo
2012-2016
CORE QUALIFICATIONS
· Avid learner
· Advance knowledge of Windows, MS Operation System, MS Word, and Excel & Outlook.
· Experienced with Customer Service, Accounting works and clerical duties.
· Self-disciplined with the ability to work independently and responsibly.
· Proficiency in ERP system.
· Good in decision making & Flexibility
· Knowledge of office management systems and procedures.
· Administration skills & file system management.
REFERENCE

Mr. Anup Bhatia, HR Consultant, Arabian Job Seeker +971504753686

