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PROFESSIONAL EXPERIENCES
(November 2011 – October 2014)

Position Title
:  Human Resources Officer
Industry 
:  Services (Medical Facilities and Clinic Management)
HUMAN RESOURCE

RECORD MANAGEMENT:
· Maintain and updated employees information through HRIS Prepare and submit report as and when required
TRAINING AND DEVELOPMENT: 
· Plan and conduct new employee orientation. 
· Develop training courses and / or liaise with the third party training consultants. 
· Coordination of training schedules and courses for new and existing staff. 
· Keep training records up to date Obtaining feedback from employees for training received.  
PERFORMANCE MANAGEMENT:
· Assist in the implementation and monitoring of performance management system. 
· Assist in continuous system development. 
COMPENSATION AND BENEFITS:
· Administer health and life insurance which includes liaising with the service providers and networks.
· Prepare and execute Accounting reports for payroll processing, bank reconciliation and bank credit.
· Assigned to work closely with internal and external Accounting Auditors for compliance.
· Manage benefits process, ensuring all employees are aware of benefit entitlement and update as and when changes occur. 
·  Prepare related report as and when required employment law; assist in the administration, development and implementation of human resources policies and procedures. 
· Maintain knowledge of legal requirements and government reporting regulations affecting HR functions. Keep abreast of employment law and current legislation in relation to HR. 
· Provide information to Line Managers or staff as and when required. 
EMPLOYEE RELATIONS:
· Assist in handling employee complaints; grievances and disputes assist in the employee discipline processes. 
RECRUITMENT AND RETENTION:
Assist in the administration of recruitment and selection including: 
· Writing job descriptions 
·  Placing adverts in newspapers or with online job boards or with recruitment consultants.
· Scheduling, arranging and conducting interviews; spearhead job fairs, recruitment activities 
· Screen and refer applicants to hiring managers in the organization, making hiring recommendations when appropriate. 
· Prepare job offers, taking up references 
· Organizing start dates, collation of documents for filing purposes.
Philippine BIO-Sciences Company Inc. (October 2006–September 2011)
Position Title 

: Administrative and HR Officer
Industry


: Consulting Service (Renewable Energy, Engineering and Construction)
ADMINISTRATION:


· Adhere; implement administrative policies and procedures for offices and/or organization.

· Ensure Office Equipment and Office Facilities are well managed according to Company standards and operational and readily available for external and internal customers. 
· Supervises Office Renovation and improvements.

· Prepare reports, memos, letters, request for payment, safekeeping of financial statement and other documents using word processing, spread sheets, database and some presentation

· Maintain hard copy and electronic filing system. Research, price, and purchase office furniture and supplies. Coordinate support and maintain records for staff office space, phones, parking, and office keys.

· Performs general administrative work such as: answer phone calls, mailing, and filing. Create, send information and modify documents using Microsoft Office (Word, Excel, PowerPoint and Outlook) 

· Setup and coordinate meetings and conferences. Support staff in assigned project based work.

· Performs other duties as directed.






HUMAN RESOURCE:
· Performs HR best practices, procedure and objectives that will provide an employee-oriented and high performance culture.
· Processes timekeeping, administer compensation and benefits, coordinate training, recruitment, collate performance appraisal, administer employee relation, process administrative documents; Business permits, Health Insurance, Government statutory requirements.
· Organizes, maintains and adhere company policies, procedures, documentation and departmental budget
· Requests office supplies, equipment, company vehicles, and maintain office security
Primetel Corp. accredited service provider of CITIBANK N.A. (August 2001 - March 2006)
Position Title 

: Senior Telesales Officer - Portfolio Accounts
Industry


 : Banking / Financial Services

TELESALES/CUSTOMER SERVICE:
· Provide direct marketing and sales support to field/distribution sales organization.  
· Also responsible for maintaining customer, prospects and competitor databases and assessing, devising, and implementing marketing promotions.
· Generate new business through outbound calls and follow up on incoming sales leads.
· Maintain revenue goals by quarter and year to date.
· Handles all sales inquiries [telephone and mail].
· Follow up with leads generated.
Education / Professional Development

Far Eastern University (1996-2000)
Bachelors/College Degree in Art/Design/Creative Multimedia

***Character reference available upon request***
