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OBJECTIVE:
To apply my knowledge and skills acquired throughout my studies in college and post graduate studies perfected by experience in the realm of law, management, and academe.


PERSONAL INFORMATION:

Name


:

John
Date of Birth

:

January 21, 1974





Recent Position

:

Legal Associate
Company

:

The Law Office of Atty. Roberto B.








Ultado, Jr. and Associates
EDUCATIONAL BACKGROUND:

POST GRADUATE STUDIES
:

B A C H E L O R   of   L A W S








Manila Law College, Philippines







March 2008

COLLEGE


:

A.B. POLITICAL SCIENCE
Fernandez  Colleges, Baliuag, Bulacan 








Philippines, October 2003



















:

A.B. PHILOSOPHY







CLARET SEMINARY








Quezon City, Philippines









1996

EMPLOYMENT HISTORY:
· LEGAL OFFICER / SPECIAL ACCOUNT RECOVERY OFFICER at BILKISH ASSOCIATES LLC, Flat No. 203 – 204, 2nd Floor, Al Dana Centre, Al Maktoum Road, Deira, Dubai, UAE since August 15 2009 until present.
Job Description:
· In charge of recovery and settlement of Special Accounts of numbers of banks herein UAE

· Interim Asst. Team Leader of Barclays Bank Recovery Portfolio

· In charge of meeting with bank’s customers who had been in default and discussing to the latter the legal implications of their cases and possible actions of the bank for the default in case settlement is not arrived at.

· Recommends to the bank the account/s which necessitate legal actions

· Submits to the bank the account/s which are settled and closed

· Prepares the list of accounts which are due for transmission to overseas affiliate offices

· Drafts the firm’s demand letter which is transmitted to defaulting accounts

· Legal AssOCIATE in THE LAW OFFICE OF ATTY. ROBERTO B. ULTADO, JR. & ASSOCIATES located at Unit 12, 2nd Floor, Rocka Commercial Complex Bldg., Cagarayan Valley Road, Tabang, Plaridel, Bulacan, Philippines since May 2006 until June 2009.


Job Description:
· Providing administrative support to the operations of the Law Office

· Information Dissemination of the Summons and Notices received by the Office to the Managing Partner

· Conducting research on jurisprudence and applicable laws on the cases at bar

· In-charge of the organization and maintenance of the law office’s filing system and records 
· Information of schedules of hearings and status of cases to the associates
· Arrangement of meetings between clients and lawyers relative to cases at hand
· Filing of pleadings at Administrative Offices, Prosecutor’s Office and Civil Courts 
· Represented clients in proceedings not requiring the appearance of a counsel
· Follow-up of pending cases 
· Completion of forms, such as accident reports for clients
· Preparation, arrangement, filing, submission and processing of legal correspondence, such as summonses, subpoenas, complaints, appeals, motions, and pretrial agreements to clients, witnesses, and court officials
· Assistance to attorneys in collecting information such as employment, medical, and other records
· Attending legal meetings, such as client interviews, hearings, or depositions, and take notes
· Review of legal publications and perform database searches to identify laws and court decisions relevant to pending cases
· Transcription of correspondence from dictation made by assigned counsel to cases
· Worked as Personal Secretary / Assistant at JFBI SECURITY AGENCY and MANPOWER RESOURCE situated at Capt. Pepe Bldg. Rm. 210, 2nd Flr. Cor. Recto and Rizal Avenues, Sta. Cruz, Manila and JFBI Head Office at Malolos City, Philipppines since May 2004 until March 2006.
Job Descriptions:

Directly reporting to the Agency Director under the following responsibilities:

· Granting assistance to the Managing Director in the over-all operation of the agency

· Drafting of memos and business letters as directed by and for the signature of the Director

· Monitoring of the movement and meeting of the departmental and branch heads and field officers  

· Regularly informing the Agency Director of the correspondences (Business Letters and Departmental Letters) as well as important messages left on the Directorate Office

· Updating the Agency Director of the day to day operational matters as submitted by the Branch Heads and Field Officers

· In-charge of the organization and maintenance of the Director’s Office’s filing system and records 
· Informing the Director of the schedules of meetings and updates thereof
· Coordination of meetings between the Agency Director and the clients
· Taking down notes and the minutes of the meeting
· Mailing, faxing or arrangement for delivery of all correspondences to clients, branch heads and field officers
· Attending meetings, such as client interviews, on behalf of the director
· Monitoring of monthly expenditure statements for budgets and preparing documents required to maintain balanced accounts for review and approval by the Agency Director
· Completion of various request forms for office supplies and equipment as directed from different branches for approval of the Agency Director
· Worked as Part Time Professor / Lecturer at SYSTEM TECHNOLOGICAL INSTITUTE (STI) – situated at Balagtas, Bulacan, Philippines since June 2006 until March 2008 every Saturday and Sunday.








Job Description:

· Teaching General Education, Business English, Philosophy and Law Subjects
· Worked as Human Resource Officer at NEW WORLD MANPOWER RESOURCE situated at Malolos City, Bulacan, Philippines since June 2001 until February 2004.









Job Description:
Directly reporting to the Agency Director and Human Resource Manager under the following responsibilities:

· Responsible for the interpretation and application of the Staff Rules, regulations and procedures ensuring uniform application in accordance with guidelines set forth by the Human Resource Manager.
· Provided advice to staff members on specific entitlements, taking action locally as appropriate, or submitting recommendations for exceptions to the General Manager

· Ascertained human resource requirements for the office ensuring the timely 
advertisement and filling of vacancies

· Participated in the selection of internal candidates and submits appropriate recommendations

· Interviews and tests new candidates, verifying educational qualifications and previous employment record

· Managed the advertisement and filling of local vacancies

· Advising applicants on the nature of the responsibilities and job descriptions to be performed as well as entitlements and career prospects

· Briefed newly arrived staff on related administrative formalities and supervised the prompt and efficient processing of documentation

· Controlled the maintenance of the personnel records in the office 
· Monitored the follow-up of correspondence between each branch and the  head office ensuring that outstanding queries receive a timely response, after due analysis. 

· Maintained and monitored leave records and requests for overtime.
· Cleared all payments related to personnel issues such as hazard pay / reimbursements / travel allowances for the branches 
· Provided support, guidance and training to personnel staff as required
· Participated in the review of training needs of staff making appropriate proposals to meet identified needs
· Represented the office individually or as part of a team in meetings concerning personnel issues, including the general claims and other matters related thereto  involving personnel on field.
· Negotiated staff complaints and maintained harmonious relations between the management and the employees
· Conducted initial interviews

· Drafted employment contracts

· Completed and processed payroll documents
· Ensured the management’s compliance to labor laws with respect to the employees’ compensations and benefits
· Worked as Receptionist / Reservation Officer / Cashier at President Hotel – Karama Dubai in 1998 to 2000.
Job Description:


Performed the following tasks:



· Assignment of rooms and issuance of  room keys
· Coordination with the housekeeping department that rooms are ready for occupation
· Liaising with the bell desk to deliver luggage to the rooms
· Noting requests for wake-up calls, transport arrangements and other general inquiries
· Settlement of guests’ complaints with tack and diplomacy
· communicated with other departments regarding group and VIP check-ins
· Keeping records of guests’ arrivals, day and time of check-in, length of stay, and their special needs and preferences
· Liaising with other departments such as housekeeping, restaurants and security, regarding VIP and group check-ins 

· In charge of the booking of rooms
· Maintenance of accurate account balances for hotel expenses and collect payment from guests {room charges, overseas telephone calls, meals and laundry} 

· Foreign exchange transaction (conversion of foreign currencies and travellers’ cheques into local currency)
· Settlement of bill payments and expenses quickly and accurately for guests who are checking out
· Maintenance of safe deposit boxes.
ACHIEVEMENTS:

· As a junior law student, represented the Integrated Bar of the Philippines - Paralegal Committee Bulacan Chapter in the convention held at Cagayan De Oro.
· As a young paralegal, granted legal  assistance to five (5) accused who were later on acquitted.
· Ably graduated with the degree on law for four (4) yrs. despite being a working student

OTHER CERTIFICATES

June 30, 2008


Certificate of Non-Derogatory Records
Manila Law College, 

Manila, Phil.

June 12, 2008


Certificate of Completion


Commission on Higher 

Education











Office of the President











Philippines

February 21, 2008

Certificate of Eligibility for Admission 

to the Curriculum for the Degree of 



Bachelor of Laws



Fernandez College, 

Bulacan, Phil.

January 4, 2007


Certification as Paralegal


Integrated Bar of the 

Philippines











Bulacan Chapter

January 13, 2007

Certificate of Appreciation


STI College Balagtas, 
Bulacan, Philippines                                
February 13, 2007

Certificate of Appreciation 


Bulacan Provincial Jail
Para-legal Assistance and Service
September 23, 2007

Certificate of Recognition


Manila Law College, 
Manila, Phil.

TRAININGS / SEMINARS ATTENDED:

INTEGRATED BAR OF THE PHILIPPINES
:

IBP Cagayan De Oro, Philippines

NATIONAL CONVENTION 




May 2007

SPEAKER : ON SEMINAR OF PROPER 
:

STI College, Balagtas, Bulacan Phil.

STUDY HABITS





January 2007

LEGAL AID COMMITTEE, MEMBER

:

INTEGRATED BAR OF THE PHIL.








Bulacan Chapter (Philippines)









December 2006 until May 2007


SEMINAR ON DISBARMENT


:

Integrated Bar of the Philippines









Bulacan Chapter









December 2006

ORGANIZATIONAL AFFILIATION:
October 2007 until Present


:

OVER-ALL LEGAL ADVISER









Bgy. Justice Committee









Cambaog, Bustos, Bulacan, Philippines

June 2007 until March 2008


:

CLASS PRESIDENT

Fourth Year Class

MANILA LAW COLLEGE, Manila, Phil

2004 Until Present



:

BAGUMBAYAN MOVEMENT









SECRETARY











Bulacan Philippines Chapter
1995 Until Present
 


:

LIFE TIME MEMBER 

XOXITO FRATERNITY


Intramuros, Manila, Philippines

IT SKILLS:




Windows Application  (Word, Excell, Powerpoint)

