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PERSONAL STRENGHT
· I am adaptable  person, flexible, able to work well with all kinds of people with discipline and determination. Motivated in the sense that I know my priorities and limitations, hardworking, energetic and dedicated to my work. I have the ability to cope with failures and try to learn from my mistakes.
WORKING EXPERIENCE

HUMAN RESOURCE OFFICER

Grupo Marilen Incorporated (Distributor)

Monde Nissin Department
National Highway, Mabini, Santiago City, Isabela, Philippines 3311

July 2010 to February 2015
Description:

· Recruitment, Selection and Placement

a. Conducts continuous communication among applicant sources, through partnerships, activity support, and other programs to maintain a stable supply of applicants for pooling.
b. Organize recruitment activities such as, but not limited to:
i. Advertisements/ Multi-media posting

ii. Participation to Job Fair and other local recruitment activities

iii. Head-hunting among competitor companies

iv. Benchmark strategies in improving recruitment activities

c. Performs communication and scheduling of applicants for selection, through any possible and available media. 

d. Interview, Screen and Assess applicant’s capabilities for the position applied before final evaluation.
e. Organize schedule schemes of meeting for the personnel selection board and prepare comparative assessments of candidates for the appointments of deliberation.
f. Arranges physical/ medical examination of prospective appointees.
· Training and Development

a. Organizes and conducts thorough orientation of company policies and regulation to new employees..

b. Coordinates and works with immediate supervisor in deployment of new hiree for on-the-job training or immersion.

· Compensation and Benefits

a. Conducts daily time-keeping of employees.
b. Assists the Accounting-Admin in processing the monthly payroll of employees.
c. Records and monitors leave credits used and unused by employees
d. Coordinates with PhilHealth, SSS, Pag-Ibig and other government agencies with regards to availment employee benefits.
· Performance Assessment and Monitoring

a. Monitor and prepares the appointment of papers/ contracts that will expire
b. Informs immediate superior of evaluation schedule of employees, neither probationary nor permanent.
c. Communicates result of evaluation to employees, with the corresponding action steps.

d. Submits recommendation and/or endorsement notice to distributor owner for approval.

· Employee Relations

a. Assists the distributor management in developing and cascading or the distributor policies, rules and regulations and code of discipline of the organizations to the employees

b. Coordinates with various departments with regards to the problems of individual employee.
c. Acts as the head of the grievance committee, coordinating with supervisors, and management on the execution of due process in handling grievance complaints

d. Coordinates to Department of Labor and Employment on the alignment of General Labor Standards as prescribed by the Labor Code.

· Administrative Duties

a. Prepares and compiles data reports of employee activities,  manpower count, and/ or any related matter concerned

b. Prepares and submits plantilla update and supplemental reports to distributor owner.

c. Perform routine clerical work such as filing, typing, sorting if inter-office as well as outgoing and incoming correspondence
d. Takes charge of the monthly requisition for office supplies of the department/ section.
RETREAT FACILITATOR

University of La Salette
Campus Ministry Office
Dubinan East, Santiago City, Isabela, Philippines 3311

SY July 2006 to March 2010
EDUCATIONAL  ATTAINMENT
Special Course

Human Resource Management

    (Certified)


Phoenix Educational Institute





Dubai, UAE

College


UNIVERSITY OF LA SALETTE – Silang Campus





(La Salette Collegiate Seminary)





Biga, Silang, Cavite, Philippines 4118





Bachelor of Arts Major in Philosophy and Minor Psychology





Academic Achiever, Loyalty Award
Secondary


UNIVERISTY OF LA SALETTE HIGH SCHOOL DEPARTMENT




Malvar, Santiago City, Isabela 3311, Philippines





Academic Achiever, Loyalty Award

Primary


LA SALETTE ELEMENTARY





Centro West, Santiago City, Isabela 3311, Philippines

SKILLS

· Good Communication Skills

· Proficient in MS Office

· Interpersonal Skills

· Strong Organizational Skills
· Retreat and Recollection giving

PERSONAL DATA

Age: 


29 y/o

Birthday: 

05 June 1985

Place of Birth: 

Santiago City, Isabela, Philippines

Gender:

 Male

Civil Status:

 Single

Nationality: 

Filipino

Religion: 

Roman Catholic
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