[image: image1.png]


Gulfjobseeker.com CV No: 1377036
Mobile +971505905010 / +971504753686

To get contact details of this candidates

Submit request through Feedback Link

http://www.gulfjobseeker.com/feedback/submit_fb.php
OBJECTIVES:

· Seeking a position as HR Staff where I can utilize my knowledge and experience in reputed organization.

· To be one of the employees in your company where I can contribute my skill and knowledge.

· To fulfill my duties and responsibilities that will satisfy the company’s requirement.

SKILLS:

· Extremely productive in a high volume and high stress environment, willing to work additional hours as necessary.

· Exceptional experience working customer service environment.

· Remarkable knowledge in interacting with customers and associates in a professional, positive and courteous manner.

· Proficient with Microsoft Office and SAP 

· Excellent communication skills.

WORK EXPERIENCE:

· HR Associate July 4, 2011 – August 31, 2012 
Cebu Air Incorporated (Cebu Pacific Air) Airline Operations Center, Domestic Road Pasay City, Metro Manila, Philippines

· Duties and Responsibilities under Compensation and Benefits:
1. Manages the compensation system and documents employee movements (promotions/demotions/transfer) – prepares documents, processes up to approval and maintenance of approved document in the HRIS (SAP) and transmits/coordinates approved documents to payroll department.

2. Maintenance of HRIS (SAP) – executes Employee Exits such as Resignations, NECs. Dismissals, Early and Mandatory Retirements; employee’s Long Term Leave of Absence such as Maternity Leave, AWOL, Sickness Leave, Personal/Vacation Leave, Sabbatical Leave and Suspensions

3. Assists the Manager in maintaining/monitoring of budget availments (personnel requisition) and managing compensation systems for promotions, demotions and transfers. 

4. Updates salary holdings to Payroll Department

5. Updates ticket holdings to Ticketing Department
· Duties and Responsibilities Under Recruitment:
1. Foreign 

· prepares payment advices for foreign contractors of pilots

· do manual computation of foreign pilots’ monthly salary

· ensures that all payments for foreign contractors of pilots are processed on time

· ensures that invoices/billings from foreign contractors of pilots to Cebu Air Inc. are accurate

· coordinate with the accounts executive of the foreign contractors of pilots pertinent to computations of salaries of the foreign contracted pilots

2. Local 

· prepares payment advices for the expenses of HR Recruitment section of Cebu Air Inc.

· HR Assistant August 2, 2010 – June 4, 2011
Golden Hands Multi Purpose Cooperative (First Oceanic Property Management, Inc.) 8757 Paseo Center, Paseo de Roxas Avenue Makati City, Metro Manila, Philippines
· Duties and Responsibilities:


1.     Manpower Placement 

· Timely schedules applicants for job interviews

· Thoroughly screens applicants if he/she fits a vacancy

· Periodically visits schools to acquire applicants and listings of applicants

3. Test Administration

· Ensures that all applicants for second interview completed all tests successfully

· Thoroughly interprets results of tests 

4. Pre-employment Requirements Monitoring

· Ensures all pre-employment requirements submitted by the new employees are complete

· Ensures that all requirements submitted are based on authentic documents 

· Prepares enrollment of new employees to SSS, Pag-ibig, Philhealth, and Health Insurance

· Ensures that all new employees have identification cards before deployment to properties/departments

5. Records/File Maintenance

· Prepares 201 file of new employees and keep custody of all relevant forms and other documents

· Maintains an updated file of all documents pertaining to the employee’s service record and personal information

· Files incoming memos and confidential documents in 201 file

· Prepares monthly employee master list reports

· Prepares personnel movement reports 
​​​​​​​​TRAININGS AND SEMINARS ATTENDED: 

· Employment and Enhancement Training

University of the Philippines Visayas, Miagao, Iloilo, Philippines

February 2010

· Computer Operations/Data Encoder (MS Word, MS Excel, MS Powerpoint & Basic Internet

DATS Training School

Lapasan, Cagayan De Oro City, Misamis Oriental, Philippines

​​​​​​​​OFFICE APPRENTICESHIP:

· Rural Bank of Panaon (Mis. Occ.), Inc.                 

July 2007 – October 2007


December 15, 2009 – January 4, 2010


Panaon, Misamis Occidental, Philippines

· Government Service Insurance System Iloilo Regional Office


April 2010 – May 2010

Zamora Street, Iloilo City, Philippines

EDUCATIONAL ATTAINMENT:

· Tertiary:

Bachelor of Arts in Psychology

University of the Philippines Visayas

Miag-ao, Iloilo, Philippines

· Secondary:

Aloran Trade High School

Labo, Aloran

Misamis Occidental 

· Elementary:

Panaon Central School

Poblacion, Panaon


Misamis Occidental 

​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​ACADEMIC ACCOMPLISHMENTS:

· Elementary:


Class Salutatorian Batch 2001 of Panaon Central School, Panaon, Mis. Occ.


Most Outstanding Graduate Batch 2001 of Panaon Central School

Panaon, Mis. Occ., Philippines

· Secondary:


2nd Honorable Mention Batch 2005 of Aloran Trade High School, Aloran, Mis. Occ.


Delegate to the National Leadership Training at Teacher’s Camp, Baguio City, Philippines

· Tertiary:
Passer: Civil Service Professional Eligibility 

November 2009

Lapaz, Iloilo City, Philippines

PERSONAL INFORMATION:

· Age


: 26

· Sex


: Female

· Date of Birth

: June 27, 1988

· Place of Birth

: Misamis Occidental, Philippines

· Civil Status

: Married

· Nationality

: Filipino

· Height


: 5’2
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