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Objective: To pursue a career in a competitive industry with a strategic role in Human Resources, Recruitment, Administrative, Learning and Organizational Development and/or Commercial Excellence.
SUMMARY

· Experienced in different functions of the organization covering recruitment, training, expat management, administrative, quality and operations.

· Experienced in different customer lifecycle: customer service, administrative and management support in various accounts such as frontline services and hospitality services.

· Innovative thinker and highly motivated leader with broad-based expertise in managing complex and enterprise wide projects. 

· Expat Management Consultant and Certified Instructor whose functions and responsibilities have local and international scope. 

SKILLS
Recruitment: 
Sourcing, Recruitment and Selection, Situational Interview, Realistic Job Preview, Job & Contract Offer

Training: 
Training Implementation, Instructional Design & Development, Training Needs Analysis, Training Standards, Soft skills Training, Technical Training, Virtual Training, Performance Coaching, Counseling 

Operations:
Project Management, Expat Management, Business     Planning, Cost-Benefit Analysis, Conflict Management, Employee Discipline, Administrative
WORK EXPERIENCE

▪ UNITED LABORATORIES, INC.
           United Street, Mandaluyong City


United Laboratories, Inc. International Division 


Position: Human Resource Analyst 
( HR Corporate Planning & Regional Marketing )

May 2012 – February 2015

MAIN ACCOMPLISHMENTS

1.) Led the implementation of the newly-launched Automated Performance Management and Learning Management Systems for UL International
2.) Managed the implementation and/or conduct of several functional programs for Expatriate Management specifically Immigration and Consular Affairs related concern
3.) Project lead in the implementation of expatriate projects, tasks, and operations. 

4.) Designed the UL International HROD Portal and Database
5.) Managed and contracted the best and lowest Hotel Corporate Rates for UL International
6.) Project lead for Role Mapping and Job Grading for both regular and contractual employees of UL International

7.) Designed and implemented Project Status Report program for UL International HROD
8.) Project lead for HR Summit and Job Grading for the following participating countries: Vietnam, Indonesia, Thailand, Malaysia and Myanmar

9.) Project lead for processing of APEC Business Travel Card for Top Executives of United Laboratories, Inc.

10.)Project lead for Planning Session of UL International HR Corporate Planning and     
 Regional Marketing

HR Services:

· In charge of handling recruitment functions like sourcing of candidates thru head hunters, interview and assessment, preparation of job offer and contracts for both local and international candidates. 
· Management of recruitment processes including job descriptions, job classification, vacancy announcement, screening of candidates, chairing interview panels, making recommendations on recruitment.
· Assists in preparation and processing of requirements needed by newly-hired employees. 
· Handles orientation for newly-hired employees.

· Sourced out / contracted additional head hunters for ULI HROD.
· In charge of maintaining the Performance Assessment and Management System (PAMS) and Personal Development Plan (PDP) for both local and international employees of UL International.
· Managed HR Portal and HR Database.
· In charge of monitoring and assessment of Project Status Report for both regular and contractual employees of UL International HROD

· Managed HR Services to include employee transfers, promotions and resignations.

· In charge of Role Mapping and Job Grading for both local and international employee

· Executed training and coaching programs for interns from International School of Manila.
· Assists HR Director and HR Manager in driving organization talent review and succession Planning Process.
· Full compliance of HR activities with UL International rules and regulations, policies, procedures and strategies; effective implementation of the internal control, proper design and functioning of the HR management system; 
· Continuous analysis of corporate HR strategies and policies, assessing the impact of changes and making recommendations on their implementation in the Company. Continuous research of the matters related to conditions of service, salaries, allowances and other policy matters. Elaboration and introduction of measurement indicators, monitoring and reporting on achievement of results.
· In charge of handling Expat Management concerns of UL International employees to include visa processing, immigration-related requirements, consular affairs requirements and Expat relocations.
Expatriate Management:
· In charge of handling Expat Management concerns of UL International employees to include visa processing, immigration-related requirements, consular affairs requirements and Expat relocations
· Managed the human resources aspects of international employee placements.

· Coordinates with relocation firms, international agencies, or government officials to implement expatriate related programs. 

· Analyze and recommends changes to international placements, procedures and policies. 

· Oversees visa procurement, tax equalization and the coordination of housing, benefits, and compensation packages

Training and Development:

· Supports HR Learning & Dev’t function/department to ensure effective execution and realization of goals by the L&D team.
· Travelled internationally to learn business operations and translated learning programs that appeal to local setting and culture.

· Training Administration Course Management: (Schedules, Logistics, Enrollment, Reporting, etc.) including courses within a pipeline program.
· Designed and facilitated Teambuilding Workshops, Kick Off Rally and Planning Session for UL International.
· Designed and implemented organizational climate surveys

· Analyzed results of organizational surveys and recommended appropriate action plans.
· Ensures creation of  IDPs  for all high potential talents; oversees implementation &  suggest relevant interventions to hasten skill development.
Corporate Planning and Regional Marketing
· Provide administrative support during annual budget meeting and business review to include hotel accommodation and transfers booking for General Managers of participating countries. Preparation of materials and other logistics needed for the meeting.
· Designed activities and programs during Long Range Planning (LRP’s)
▪ BUREAU OF IMMIGRATION

Magallanes Drive, Intramuros 1002 Manila
MAIN ACCOMPLISHMENTS
1.) Designed and implemented the Administrative Database for BI-NOC.

2.) Automation of BI-NOC’s Monitoring Department reports and records
3.) Served as Project Lead for the design, development and implementation of the automated system (partnering with external firm working on the system development)
4.) Project lead for the first Teambuilding Workshop of BI-NOC
5.) Managed the implementation and/or conduct of several functional and leadership programs for BI-NOC Supervisors
6.) Led the identification & implementation of relevant training programs for all business units
7.) Designed and implemented the easiest and accessible 201 filing system for BI-NOC

8.) Designed and implemented the simplified Interview Rating Sheet for BI-NOC



BUREAU OF IMMIGRATION NATIONAL OPERATIONS CENTER



Position: Confidential Agent – Administrative Head / Executive Assistant 



the Chief BI – National Operations Center

· In charge of handling all Administrative functions like internal & external communication, Scheduling of BI-NOC Personnel, processing of inward & outward mail, maintaining simple, suitable and easily accessible filing systems. 
· Managed the monthly accomplishment reports of BI-NOC Personnel

· Managed the over-all Administrative Database of BI-NOC including 201 File, Memorandum Orders and Memorandum Circulars
· Supports the Chief BI-NOC in scheduling of meetings, minutes of the meetings and other correspondence.

· Managed and organized documentation of information and coordination of travel arrangements and meetings for the Chief BI-NOC
BUREAU OF IMMIGRATION AIRPORT OPERATIONS DIVISION

Position: Confidential Agent – TCEU (Traffic Control and Enforcement Unit ) Support Staff
· In charge of interview, assessment and profiling of passengers who are possible tourist workers or recruits of human trafficking.
· Encodes data and interview assessment of passengers that are subject for secondary inspection

· Managed the TCEU Database for offloaded passengers
June 2008 – February 2012
▪ DUSIT THANI MANILA

Ayala Center, 1223, Makati City, Philippines



DUSIT CLUB LOUNGE AND BUSINESS CENTER



Position: Guest Relations Officer / Front Office Staff
· In charge of Checking in and out of VIP’s and Executive Guests. 
· Handles Business Center Transactions.

· In charge of setting-up the Club Lounge.



March 2008 – June 2008
▪ MANULIFE FINANCIAL BUSINESS PROCESSING SERVICES

8th Floor, ELJCC Bldg. ABS-CBN Broadcast Center

MAIN ACCOMPLISHMENTS:

1.) Top ranked in Business Processing Encoding System
2.) Highest in accuracy for processing of policies

JOHN HANCOCK ANNUITIES INDEXING



Position: Associate I

· In charge of updating and amending policy requests via Electronic Mail.
· Encode data entries and correspondence.

March 2007 – February 2008

▪ COMMUNICATION ADVANTAGE, INCORPORATION

Bagumbayan, Libis, Quezon City



Position: Events/Project Coordinator / Office Staff

· Responsible for the over-all preparation for the upcoming events and promotions of Globe Telecoms, Unilever Food Solutions and Ginebra San   Miguel.  
· In charge of interview and selection of Models for the upcoming events.

· Handles models, promodizers and merchandizers for different events.
TRAININGS ATTENDED

· BRIEFING ON INFLIGHT MEAL PRESENTATION

( Philippine Airlines Learning Center ) 

    
        March 05, 2005
· HOTEL TOUR OVERVIEW CURRENT TRENDS IN THE HOSPITAL INDUSTRY / GUEST SERVICE RELATIONS OVERVIEW

( Westin Philippine Plaza )

       August 31, 2003

· PROFESSIONAL FLAIRTENDING WORKSHOP / OBP FLAIRCLUB

( EDSA Shangri La Hotel )

      October 2005
· SPEECH AND ORAL COMMUNICATION WORKSHOP

( Wilma Cruz – Tapalla)
· HOUSEKEEPING / ROOM RESERVATIONS TRAINING

( Dusit Thani Manila )

       March 2008

· HOTEL OPERA SYSTEM 

( Dusit Thani Manila )

       March 2008 

· PERFORMANCE MANAGEMENT SYSTEM – OFFICE PERFORMANCE EVALUATION SYSTEM SEMINAR (PMS-OPES) CSC 

( Philippine Immigration Academy, Clarkfield Pampanga )

                         August 2008
· ANTI – RED TAPE ACT (ARTA)

( Philippine Immigration Academy, Clarkfield Pampanga )

July 2009
· ANTI FRAUD TRAINING SEMINAR

(The International Criminal Police Organization ICPO, Interpol)


April 2010

· GENDER SENSITIVITY SEMINAR
      ( Philippine Immigration Academy, Clarkfield Pampanga )
                 June 2010

· BASIC ORIENTATION FOR NEW BI-FRONTLINE EMPLOYEES
( Philippine Immigration Academy, Clarkfield Pampanga )


August 09, 2011 to August 12, 2011

· SECURITY AWARENESS SEMINAR
( Airport Police Department )


August 2011
· PERFORMANCE ASSESSMENT AND MANAGEMENT SYSTEM TRAINING

(United Laboratories Inc., HR Learning and Development)

· PERSONAL DEVELOPMENT TRAINING

(United Laboratories Inc., International Division – Franklin Covey)

· MICROSOFT EXCEL TRAINING

(United Laboratories Inc., International Division)
· PROJECT MANAGEMENT TRAINING

(United Laboratories Inc., International Division – Team Learning Associates)

· TIME MANAGEMENT TRAINING

(United Laboratories Inc., International Division – Team Learning Associates)

· LEADERSHIP JOURNEY SEMINAR

(United Laboratories Inc., UNILAB Foundation – Team Learning Associates)

· COMPENSATION AND BENEFITS TRAINING

(United Laboratories Inc., International Division)

EDUCATIONAL BACKGROUND


BUBONG MARZOK MEMORIAL COLLEGE FOUNDATION


Bachelor of Science in Commerce Major in Business Management, March 2007


IMMACULATE CONCEPCION CATHEDRAL SCHOOL


High School Diploma, March 2003

