[image: image1.jpg]


Gulfjobseeker.com CV No: 1407138
Mobile +971505905010 / +971504753686 

To get contact details of this candidates

Submit request through Feedback Link

http://www.gulfjobseeker.com/feedback/submit_fb.php
	
	CAREER OBJECTIVE:

To be able to seek a career in a reputable company where I can impart my knowledge and skills and contribute to the growth of the company who considers the employee’s potentials and capabilities as partner in progress.

SKILLS AND QUALIFICATION:
· Works effectively and efficiently with little supervision even under pressure

· Computer Literate 

· Possess interpersonal and communication skills

· Customer Service oriented

· Hardworking, highly motivated, goal oriented
· Five years experienced in Human Resource Management
IN-HOUSE TRAININGS/ SEMINARS ATTENDED:

· October 13 & 14 – Values Enrichment Program (Levels I and II)
· July 21, 2010 – Capability Building Program on Computer Software Application
· July 10, 2010 – Echo Session on RA9470 and Records Disposition Administration
· June 08, 2010 – Briefing on Employees Compensation Program
· June 01, 2010 – Echo Session on Financial Investigative Training
· May 31, 2010 – Echo Session on Urban Transportation: Japan Experience
· March 11, 2010 –Lecture on Cervical Cancer
· February 11, 2010 – Basic Earthquake and Fire Preparedness Orientation Seminar
· December 04, 2009 – Cash Management and Control Seminar
PROFESSIONAL EXPERIENCES

SIXDEGREES, INC. (Crocs footwear)

West Greenhills, San Juan City

(May 05, 2014 to April 20, 2015)
Position   :  HR Timekeeping and Admin Officer
                Timekeeping/EmployeeRelation/Compenben/Admin)
Duties & Responsibilities:
· Timekeeper
· Accurate attendance monitoring and timekeeping

· Submit to Department Head payroll computation at least 2 days before actual payroll.
· Accurate salary computation at all times, if there is an adjustment, employee must be informed properly and in a discrete manner.

· Distribution of payslip every payroll day.

· Process application for leave, change of time schedule/day-off, etc.
· Process benefits availment and application of both company-provided and government-mandated benefits.

· Issues appointment paper for new hires, promotion, transfer of assignment, salary adjustment and the like.

· Sake keeps 201 file of rank-and-file, supervisory employees. 

· Updates Employee Masterlist

· Updates the salary structure in connection with wage orders and to keep abreast with the market for employee retention.

· Monitors expiry dates of medical and life insurance.

· Ensure compliance of the company to all government-mandated benefits.

· Coordinates with government mandated reports to SSS, Philhealth, PagIBIG for benefits availment of employees.

· Submit government mandated report to SSS, PagIbig,Philhealth.

· Handles employees inquiries regarding benefits availment.

· Process clearance of resigned employees.

· Assigned in the issuance of COE, Lastpay and quitclaim for exit employees

· Attends to preparation and coordination of all employee activities such as Christmas party, company outing, sports activities. 

· Assists Department Heads in the interpretation and implementation of the company's rules and regulations, as well as correct implementation of disciplinary sanctions and due process based on the company' code of discipline.

· Documents disciplinary action procedures for employees who committed violations.

· Perform other duties that may assigned from time to time.

(ACA GROUP OF COMPANIES)

INK FOR LESS, INC/CARTRIDGELAND/PRINTERS FOR LESS /JOHNNY ROCKETS/QUIZNOS/CHICKEN LITE/RED HOOD CHICKEN/BAGOONG CLUB
Ortigas Center, Pasig City, Philippines

January 07, 2011 – May 02, 2014
Position   :  Human Resource Assistant
                Recruitment/Employee Relation/Compenben/Admin)

Duties & Responsibilities:
· In charge in end to end recruitment

· Posting/Sourcing/Initial Interview/Entrance Examinations

· Preparing documents such as contracts and requirements

· Maintain and keeps up to date individual personnel folders (201 files) of all rank and file employees

· In charge in the distribution of Uniforms and nameplate

· Assigned in the issuance of company ID’s /COE / Memos

· Maintain and update leave ledger of the of all employees

· Preparing reports regarding Hold Salary Report for resignee’s

· Process Clearance of Resigned employees
· Prepare TDO (Travel Dispatch Order) of Mancom and entry level employees

· Responsible for providing first aid in the absence of company Physician

· Handles/ assist employees concerns/ problems

· Assist in the issuance of (NTE) Notice to Explain to the employees

· Attend in the investigation, take down notes preceding to the violations

· Monitoring of Late/ Absences of all employees

· Coordinate with the CIBI (Background checking) for the newly Hired employees

· Coordinate with Manila Bulletin for NTP (Notice to Public) 

· Perform other task/duties assign from time to time

· Directly Reporting to HR Manager/ HR Director/ COO

METROPOLITAN MANILA DEVELOPMENT AUTHORITY (MMDA)
Guadalupe, Makati City
June 2009 – December 2010

Position   : Human Resource Management Assistant
                   (HRMA)Training Department/Staff Dev’t Division                                       

Duties & Responsibilities:
· Assist in pre-training activities prior to the conduct of training

· Updating of Records of MMDA personnel

· Assist in the orientation for the newly hired employees

· Coordinate with different departments regarding candidates/ attendees for the seminars

· Clerical Works/ Encoding/ Proof reading/ Photocopying/ Scanning/ Faxed 

· Perform other task/duties assigned from time to time

EDUCATIONAL ATTAINMENT

MARIKINA POLYTECHNIC COLLEGE
Marikina City, Philippines

Bachelor of Technical Teacher Education (BTTE)

Mathematics Major
SY 2005-2009

Personal information

Gender: Female
Date of Birth: April 25,1988
AGE: 27 years old

MARITAL STATUS: Single

NATIONALITY: Filipino

RELIGION: Roman Catholic 

LINGUISTIC ABILITIES 

English

(Speak, Read & Write)

Tagalog
(Speak, Read & Write)

COMPUTER PROFICIENCY

    BASIC IN COMPUTER 

· MS-WORD
· MS-EXCEL
· MS-ACCESS
· MS-DOS
· MS-POWERPOINT
· PHOTOSHOP
· E-MAIL & INTERNET
REFERENCE is available upon request.
I hereby certify that the above information is true and correct to the best of my knowledge and belief.



	
	


