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PROFESSIONAL EXPERIENCE
PROJECT & EXECUTIVE ASSOCIATE|
(2014 – Present)
LES MAITRE PERFUMES TRADING LLC | NEW CHOCOLATE PROJECT in DUBAI
· Coordinating Chocolate Shop/Factory/Museum project in Dubai & Abu Dhabi
· Established databases – machinery, ingredient suppliers, cacao beans, resource people etc.
· HR Function – sourcing, shortlisting, arrange interviews, etc.
· Market research – related researches about “diet/healthy chocolate” line of
Chocolate, chocolate trends, GCC market, comparative studies etc…
HR INTERN | (MAY – SEPTEMBER 2011)
Deutsche Gesellschaft für Internationale Zusammenarbeit (GIZ) GmbH
Training and Development
· Coordinated the Orientation Course for new employees and the Coaching and
Conflict Management Skills Development Training for management employees
Recruitment and Selection
· Responsible for the end – to – end recruitment process
· Re – designed the existing recruitment flowchart to match the new process of recruitment


HR ASSOCIATE | (2011 – 2013)
PHELPS DODGE PHILIPPINES ENERGY
PRODUCTS CORP. – A General Cable Company
Training and Development
· Preparation of training plan and conducts orientation-related activities of newly-hired employees
· Outsourcing of training services
· Manage employees’ training – related documents
· Monitors training expenses versus the annual training budget
Recruitment and Selection
· End – to – end recruitment process (from job posting to signing of contract)
· Designed a Recruitment System Framework to be used as an SOP for all recruitment activities
· Formulated a Recruitment Process Flowchart and arranged a Recruitment Kit
Compensation and Benefits
· Payroll processing for Associate employees (Rank & Files/Level 4)
· Assist in the preparation of the Annual Incentive Pay and Merit Increase
· Manage data related to Employees Fringe Benefits
Employee Assistance
· Provides counseling and or give advice to employees as deemed necessary
· Monitors Vacation and Sick Leave Balances of all employees
· Up keeping of company’s People Demographics which includes Absenteeism,
Overtime, and Turnover rate
· Process medical reimbursement per employee’s request and closely monitors the medical expenses and allowances.
· Review and enhancement of the Employee Handbook and HR Policy Manual
· Coordinates separation process for all separated employees
· Coordinates the conduct of different official employee activities such as company summer outings and sports festival
Human Resource Information System (HRIS)
· Collaborate with IT for the set – up of the HRIS and HR Portal to reflect a more efficient and integrated HR processes and maintenance of the Employees Profile/201 Database
Performance Management System
· Assist in the implementation of the Annual Performance Dialogue
· Manage the updating of Job Descriptions for newly created positions
ABOUT ME
I am an innovative, flexible, determined, motivated and highly trainable professional who can adapt easily to a fast - paced working environment. Open and very much interested to learn new things and explore the different aspects of business management. I believe that gaining new set of knowledge and skills will take her to places and will give her competitive advantage.
Hobbies and interests include travelling, water sports and outdoor activities, various sports, blogging, reading books, creative writing (e.g. songs and literary pieces), volunteering and travel & nature photography.
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PROFESSIONAL SKILLS
HUMAN RESOURCE MANAGEMENT HRIS
STRATEGIC MANAGEMENT
COMPREHENSIVE RESEARCH PROJECT COORDINATION EVENTS & WORKSHOP PLANNING BUSINESS STRATEGY
PROBLEM ANALYSIS PURCHASING PROCESSES
OTHER LEARNING & DEVELOPMENT ACTIVITIES 47TH PMAP ANNUAL CONFERENCE: WORKSHOP ON POWER UP YOUR
POWERPOINT PRESENTATION| (OCTOBER 2010)
De La Salle – College of Saint Benilde
· A
PowerPoint
coach
who
conducted
a workshop which goal is to teach managers and executives on how to make their PowerPoint presentations more enticing and effective.

EDUCATION
BSBA – HUMAN RESOURCE MANAGEMENT | (2008 – 2011)
De La Salle – College of Saint Benilde
· Graduated 2nd Honorable Mention with CGPA of 3.075
· A consistent Scholar
· An active student volunteer
EVENTS & WORKSHOPS ORGANIZED
THE DLS-CSB EMPLOYEE APPRECIATION DAY | (AUGUST 2011)
De La Salle – College of Saint Benilde
· The goal of this activity was to increase the productivity and enhance the morale of the employees by making them feel valued and appreciated.
HOW BIG IS YOUR A.S.S. (ANALYTICAL SKILLS STEP-UP)
WORKSHOP| (AUGUST 2010)
De La Salle – College of Saint Benilde
· Enhance the analytical skills and good research comprehension of the participants by motivating participants to dig deeper into problems and visualize them from a different perspective; to see not only the whole, but also various combination of parts.
HR STUDENT FACILITATOR FOR PLANS
(Planning of Leaders for Networking and Synergy)| (APRIL 2010)
De La Salle – College of Saint Benilde
· A Training Facilitator who conducted the training which goal is to enhance the leadership skills of the student leaders to be able to manage projects and organize activities in line with the goals of the institution.
TRAININGS & SEMINARS ATTENDED
Certifications | Proof of Participation is available upon request.






