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OBJECTIVE:
Seeking for a position with a well-established company where I can maximize my program development and training skills. In addition, I am seeking a company where I can use my experience and education to help the company meets and surpass its goals.
WORK EXPERIENCE:

Accommodation Officer - November 29, 2012 to November 29, 2014
Responsibilities include:

· Supervise all Almarai employees’ accommodation to ensure that the highest standard of hygiene, safety and comfort are maintained.
· Assists the Regional Assets and Facilities Manager in the compilation and allocation of accommodation budget.
· Prepare annual training plan of staffs through job analysis in coordination with Regional Assets and Facilities Manager.
· Submit purchase requisition, purchase goods and arrange them in the accommodation store room.
· Issue goods purchased on a planned basis and keep records of traceability and retrieval

· Responsible in purchasing villa equipment if necessary.
· Ensure that accommodation is maintained in a tidy and comfortable condition.
· Initiate disciplinary actions against those who are not complying with the standards or house rules.
· Conducts regular inspection in order to maintain hygiene, safety and comfort.
· Recommends solutions for problems, damaged or unsafe system that may occur and report incident to Regional Assets and Facilities Manager.
HR Officer - May 2010 to November 2012
San Pablo Colleges Medical Center – San Pablo City, Laguna

Responsibilities include:

· Developing and implementing policies on issues such as working conditions, performance management, equal opportunities, disciplinary procedures and absence management.
· Identifying training and development needs within the organization through job analysis and appraisal schemes and regular consultation with the human resource director.
· Ensure the timely processing of the payroll to ensure the salaries and other cash payments are transferred to the employees on time as per the company policy.
· Communicate and implement HR policies and procedures.
· Develops staff by providing information, educational opportunities and coaching.
· Accomplishes department and organization mission by completing related results as needed.
· Resolves employee relation issues by analyzing information; identifying and communication solutions.
· Arrange and keeps the updated staff information database.
Administrative Assistant – April 2008 to April 2010

San Pablo Colleges Medical Center – San Pablo City, Laguna
Responsibilities include:
· Provide clerical and administrative support to the Administrative Officer in order to ensure the smooth flow of operations is eminent at all times.
· Develop and update administrative systems to make them more efficient.

· Maintain record of filing procedures of the Administrative Department.
· Maintain service contracts of office equipment and accredited suppliers of the hospital.

· Schedule and coordinate meetings and events within the department and regular consultation with the Administrative Officer.
· Photocopying and printing various documents for distribution within the department.
Housekeeping supervisor - May 2004 to March 2008
San Pablo Colleges Medical Center – San Pablo City, Laguna

Responsibilities include:

· Assign workers their duties and inspects work for conformance to prescribed standards of cleanliness.
· Ensure that rooms are checked regularly for repairs and that appropriate maintenance is completed.
· Coordinates work activities among departments.
· Ensure that staff are coached and trained to perform their duties effectively.
· Conducts orientation training and in-service training to explain policies, work procedures, and to demonstrate use and maintenance of equipment.
· Provide competency program and conducts performance evaluation/appraisal of the staff.
· Prepare purchase requisitions/orders and receiving reports of housekeeping supplies and equipment.
· Responsible for the implementation of the quality management systems of the section

· Recommend plans for continual improvement of the section and leads in implementing during such year.
Housekeeping Attendant – August 2000 to April 2004
San Pablo Colleges Medical Center – San Pablo City, Laguna

Responsibilities include:
· Upkeep and maintain the cleanliness of the assigned area.
· Responsible for the safety of the cleaning materials.

· Responsible for the general cleaning and disinfection of the newly discharged rooms.

· Perform other duties that maybe assigned related to housekeeping functions.

EDUCATION:

Bachelor of Science in Business Administration

Major in Human Resource Development Management 

Dalubhasaan ng Lunsod ng San Pablo, San Pablo City, Laguna

March 2012

Bachelor of Science in Accountancy (undergraduate)
San Pablo Colleges, San Pablo City, Laguna, 1999

TRAININGS/SEMINARS:
· BS OHSAS 18001 and ISO 22000

· Refresher Course for Internal Quality Auditors

· ISO 9001:2008 Quality Management System Introductory Course

· ISO 9001:2008 Quality Management System Documentation

· Financial Accounting for Non-Accountants

· Pulmonary Infection and other Pulmonary disorders

