       BUTZ ESCALA ALIM
Malaz salahuddin street, Riyadh, Kingdom of Saudi Arabia
● Mobile no: +966506296841 ● Email add:mark_escala@yahoo.com/butzlm49@gmail.com
● Linkedin: https://www.linkedin.com/in/butz-alim-46a74a4a


Highly accomplished professional with diverse work experience in Human Resource functions such as Mobilization/Onboarding and New Employee Orientation, Wage and Salary Administration, Office Management and Administration, Logistics, Customer Service and Data Management System.  Ability to multi-task and work in a fast-paced, multi-cultural environment. Competent and Reliable professional committed to top quality work. A team player, with excellent interpersonal and presentation skills.

● On-Boarding/Employee Mobilization     
● Recruitment and Staffing 

● Administration / Office Management     
● Project Management Skills
       
● Microsoft Office 


● Time /Coordination Management
● Reports Preparation & Presentation Abilities


Executive Assistant/Secretary to President/Chief Executive Officer (CEO)


2016 - Present
Saudi Arabian Cooperative Insurance Company (SAICO)  

· Performs high-level of secretarial and administrative services to the President/CEO, Members of the Senior Management Team and Department Managers. 
· Ensure meetings and materials for the Board of Directors,  Executive Committee Members and Audit Committee Meeting are effectively organized. 

· Interaction with the Department Managers on requirements for CCHI, CMA, SAMA & Tadawul. 
· Effectively manage the calendar of the President/CEO and ensure the meeting appointments are arranged accordingly. 
· Prepare correspondence, reports, organization chart and presentation including typing, formatting, collation and distribution. 
· Act as custodian for keeping safe the company manuals and records. 
· Arrange and finalize the ticket, hotel and transportation for the President/CEO. 

· Organize refreshments for clients and staff meeting as directed. 
· Maintain confidentiality at all times.
Mobilization Specialist – Staffing & Workforce Analysis Department



2012 – 2015 (under the sponsorship of Al-Hugayet Contracting Co.) SADARA Chemical Company, Saudi Arabia
· Successfully managed to On-board 700 Employees (EXPAT and Saudi Nationals) under Manufacturing & Engineering specifically Maintenance, Reliability and Operations Plastics Department. 
· Request and process visa application for EXPAT candidates and coordinate with all International Agencies with their respective status quo. 
· Receive and Evaluate individual candidates file in accordance with Nationalities, and update in the PIPELINE Report and in the TALEO SYSTEM.
· Generate and present weekly highlight reports to all concerned Proponents, Superintendents and Dept. Managers regarding the Candidates’ Status in connection with their exact arrival date in the kingdom. 
· Provide brief orientation, hiring forms, employment contract and welcoming kits for the newly hired employees.
· Request and properly coordinate the LOCAL TRANSFER candidates, schedule for medical examination and prepare for demand letter to process the Local Transfer request
· Schedule and prepare the Pre-Employment Medical and Police Examination for SAUDI National candidates and coordinate their result with the respective clinics/hospitals
Administrative Assistant, Supply Chain Mgt. Project EMDAD & Change Mgt, HR-OD

2010 - 2012
(under the sponsorship of Al-Haider Group) Saudi Basic Industries Corporation, Riyadh Saudi Arabia
· Handling (2) Departments the Change Management, HR-OD and EMDAD Project. 
· Coordinate, Consolidate, and Prepare Monthly CM Dashboard report. 
· Maintain, update and coordinate CM SharePoint Structure. 
· Create and Issued SSRS (Shared Service Request System) request for new consultant e.g. new email account, internet account, VPN and OCS system connection and other related concerns.
· Receive and screen incoming calls and visitors, determine which are priority matters and alert the executive accordingly.
· Read and screen incoming correspondence and reports, make preliminary assessment of the importance of Material and organize documents, handle some matters personally and forwards appropriately the materials to the Manager and staff
Personnel Management Officer – Human Resources Management Division


2009 - 2010

Michel J. Lhuillier Financial Services Inc., Makati City, Philippines
· Assist Division Manager's preparation of Strategic Plan.
· In-charge of employees performance evaluation and provide appropriate ratings & Participate in the recruitment process and examination of the applicants.
· Review summary of infractions and make preliminary assessment with regards to employee’s violation.
· Process expense reports and invoices reflecting proper adherence to center budget codes & Monitor and computes Petty Cash Revolving Fund of the division
· Perform administrative and secretarial duties with wide latitude for exercising discretion and judgment. 
· Coordinate with various levels of management to gather information pertaining to key issues.
Wage and Salary Administrative Staff – Human Resources Mgt. Division


2007 - 2009

Michel J. Lhuillier Financial Services Inc., Makati City, Philippines
· Prepare and Compute Salary of the Regions assigned consists of 600 employees. (Northwestern,  Northeastern, Northern, Central Luzon). 

· Key data and prepare batches for processing which involve sorting, alphabetizing and running tapes for verification the cash accounts and totals. 
· Prepare Midyear and 13th Month pay of the regions assigned & Computes employees for overtime pay, premium and holiday pay of the regions assigned. 
· Prepare the wage Order Implementation and adjustment affected per region.  Compute and finalized the Salary of terminated, resigned and End of contract employee. ▪. ▪Received loan application, compute and finalized for approval and released. 

Bachelor of Science in Commerce, 2000 -2004
Student Leader, University of Negros Occidental-Recoletos
Certificate in HealthCare and Caregiving, 2018

Top student, Computer Society of Filipinos International (COMSOFIL)
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