Gulfjobseeker.com CV No: 1384296
Mobile +971505905010 / +971504753686 

To get contact details of this candidates

Submit request through Feedback Link

        http://www.gulfjobseeker.com/feedback/submit_fb.php
POSITION APPLYING FOR: Human Resource Assistant/ Office Admin/Document Controller/Secretary/Receptionist
OBJECTIVE:

To be able to find job that will enhance my skills and develop professional growth and career opportunities. 
Professional Profile

· Dynamic and dedicated HR Professional with 7 years of experience in the field of Human Resources,  Administration, Compensation and Benefits, and Employee Engagement and functions.

· Technically proficient in Microsoft Office applications (Word, Excel, Powerpoint, Outlook)

· Knows how to operate photocopy machines, scanners and fax machines.

· A team player and has the ability to work independently with less supervision.

· Flexible and can handle confidential assignments and work pressures.

· Result oriented and consistently meet tight deadlines with keen eyes on details. 

· Multi-tasking and a fast learner with positive attitude towards work.

· Good communication and interpersonal skills.

WORK EXPERIENCES
POSITION: Business HR Specialist

Ring Central (Acquire Asia Pacific)


October 31, 2011 –  February 16, 2015
LG Worldwide Corporate Center

Shaw Boulevard, Mandaluyong City, 
Philippines
· Recruitment

· Screening of applicants and invites

· Conduct examinations and assist applicants

· Preparing of Pre-Employment Kit and explain Job Hire Pocket/ requirements to new hires.

· Preparation of materials needed on the Training

· Distribute and collect pre-employment requirement to new hires.
· Submits Requirement Tracker and ensures all new hires have complete pre-employment requirements.
· Segregation of Requirements

· Request Employment Contracts and coordinate with Acquire Finance re: New Hires Orientation.
· Preparation of ONH (Official New Hires) lists which are submitted to Acquire Compenben.
· Coordinates with Acquire Finance regarding requisition of Employee numbers for new hires.
· Request NT Log In and Proxy Cards from Acquire HR/IT Department.
· Request of PayPlus bucket of new hires and schedules.
· Coordination with Training department for updated profile and employee number of trainees.
· Coordination with new hires regarding their employee numbers & Payplus logs.
· Request for health cards of Support employees upon reaching 3rd month.
· Monitor and remind Managers of Support employees for regularization on the 5th month.
· Distribution of ESCF.
· Monitor and remind agents who reach 1st year of employment to apply for a dependent.
· Does the Background Check for Sales candidates. 
· Compensation and Benefits
· Handling and processing of government mandated benefits concerns:

· SSS loan application

· SSS loan deduction

· SSS contributions

· Pag-ibig loan application

· Pag-ibig loan deductions

· Pag-ibig loan contributions

· Certificate of Philhealth Contributions and CF1

· Handling and processing of Maxicare related concerns:

· Application of new dependents

· Distribution of Maxicare Cards

· Coordination with Acquire’s Compensation and Benefits for events such as:

· Annual Physical Exam

· Flu Vaccine

· HPV Vaccine

· Coordination with Acquire’s Compensation and Benefits for manual uploading of leave credits such as:

· Solo Parent Leave

· Maternity Leave

· Paternity Leave

· Coordination with Acquire’s Payroll for MyPay related concerns.

· Distribution and collection of ESCF Documents for Pay changes covering:

· Regularization

· Promotion

· Administration
· Processing of documents for signature and submission to Acquire’s HR/Finance Officers:

· Cash Advance Requests

· Check Preparation Requests

· Liquidation of Cash Advance and Expense Report
· ACP Allowances

· Requisition of office supplies for HR Department.

· Conducting Exit Interview for Separated Employees via the system, during the processing of their clearance.

· Employee Engagement
· Conducting Focused Group Discussion to GCC Employees.

· Conducting One on One Discussion to GCC Employees.

· Assisting on Employee Engagement/Fun Activities.
· Responsible for creating teasers and advertisements for each activity.

POSITION: Concession SA - HR                                               July 2010 - February 2011

Edge Interlinks Inc.

2804 C East Tower, Phil. Stock Exchange, 

Ortigas, Pasig City, Philippines
· Conduct preliminary interviews to sales demo

· Encodes sales

· Order the stocks needed

· Billing (Timekeeping)

· Do the promo schedule and monthly manning list

· Responsible for the pull outs, artists order and other Navision concerns

· Coordinates with the agency
POSITION: HR Assistant                                                     November 2008 – September 2009

Marie France Group of Companies

6th floor Global Enterprise Bldg.,

138 Dela Costa St., Salcedo Village 

Makati City, Philippines
· Creates and submit ad posting to TAD Specialist

· Schedule applicants for an interview

· Initial screening of the applicants

· Conduct reference check of the applicants on previous employer

· Make job offer for center posts

· Prepare employees 201 folder
POSITION: HR Staff                                                             July 2007 – July 2008

Fortune Insurance Group

5th floor, Dominga Bldg. 3, 

2113 Chino Roces Ave. 

Corner Dela Rosa Makati City, 
Philippines
· Schedules qualified applicants for testing

· Administers Psychological Test prescribed in the Test Category

· Checking and interpretation 

· Prepares test profiles of all tested applicants for job placement of CHRD Assistant.

· Initial screening/interview of the applicants

· Sourcing of applicants (thru phone, sending of invitation letters)

· Visits different schools for job posting, during job fairs and for list of graduates

· Records all test results

· Maintains all CHRD documents/safekeeping

· Supervises records keeping of reliance staff

· Updating of CHRD forms including test materials

EDUCATION:

De La Salle University -  Lipa



BS Psychology

Mataas na Lupa, Lipa City



2003- 2007

Philippines
St. Marys Educational Institute



1999- 2003

Lemery. Batangas

Philippines
St. Jerome International School



1993- 1999

Lemery, Batangas

Philippines
PERSONAL DATA: 

Date of Birth: September 28, 1986

                Place of Birth: Lemery, Batangas. 

Philippines





Age: 28
Status: Single





Sex: Female

Height: 5’0





Weight: 50 kg

