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Position Applied For: Human Resource / Admin Officer
Brief Summary: An experienced Human Resource and Admin Officer for the past 10 years, well-rounded, efficient, and can handle high level of confidentiality; Well-exposed to administrative, recruitment and staffing, compensation and benefits and Employee Relations; Proficient in Microsoft systems, ADACO, SW1, OASYS and HRIS; And with extensive experience in manpower agencies and high-volume recruitment in the Philippines and hotel closing and pre-opening in Doha, Qatar.
	Skills & Abilities:
Admin Officer 

Provide office services by implementing administrative systems, procedures, policies and monitoring administrative projects.

Resolve administrative problems and inquiries.

Prepare and modify documents including correspondences, reports, drafts, memos and inquiries.

Receive and direct visitors, associates and clients to Manager or Director’s office.

Answer, screen and transfer inbound phone calls.

Sort and distribute incoming mails.

Schedule and coordinate meetings, appointments and travel arrangements for managers and department heads.

Record, compile, transcribe and distribute minutes of meeting.

General clerical duties including but not limited to photocopying, fax and mailing.

Ensure proper operation of office equipment by requesting preventive maintenance and calling for necessary repairs.
Maintain office supplies inventory by checking stock, anticipating needed supplies, placing orders and verifying receipt of supplies.

Recruitment and Staffing 

Manage the flow of the candidates through the recruitment process to bringing new associates’ on-board.

Screening and preliminary interviews.

Preparation and sending Job Offers and follow through until candidates are on board.

Test administration and interpretation.

Compile shortlisted applicants and schedule face-to-face interview of the potential employees with the department heads.

Attend job fairs and recruiting events, distributing leaflets and gather qualified job seekers’ contact information.

Prepare job postings and employment ads.

Keep records and track of job applications.

Keep track of leavers and arrivals.

Compensation and Benefits

Timekeeping and payroll preparation, monitor vacation and sick leave balances and vacation schedules.

Assist and process employees on their claims for insurance, hospitalization benefits and salary and housing loans.

Prepare monthly report and payment to insurance, housing and social security agencies.

Follow-up different agencies on staff loan and claims status.

Monitor and implement benefits due to staff like overtime pay and other allowances.

Issue various certificates as per request.

Employee Relations 
Arrange amenities for arriving employees.

Conduct orientation, Company Policies & Procedures and SOP’’s.

Correct poor performance and employee misconduct.

Effectively disciplinary actions by issuing memos and written warnings.

Prevent and resolve problems, counsel staff together with the management and department head to hear their issue and grievances.

Licensed Teacher

Licensed Caregiver




PERSONAL:

Gender





: Female

Date of Birth 




: December 14, 1978

Civil Status




: Married
Nationality




: Filipino

Languages Spoken



: English, Tagalog, Visayan
WORK EXPERIENCES:
Human Resource Officer, Reputed Resort & Convention Center   December 2012 - present
· Provide support of the recruitment process - screening of CV’s, CV retrieval in SW1, Caterer Global and from different agencies, preparing of personnel requisition as per the budget to be approved by the Executive committee, preparing of Job Offer, sending Job Offer, monitoring and follow-up of applications progress until candidates are on board.
· Prepare documents for the visa application of selected applicants.

· Request amenities and announce arrival of newly-hired staff.

· Receive and welcome new associates, ensure all formalities are done and assist associates in obtaining uniform, nametag, locker keys and hotel ID before turning over to the department heads. 

· Conduct initial orientation of the new associates on board.

· Coordinate visa processing, accommodation arrangement and airport pick-up.

· Prepare payroll authorization, Job Descriptions for review of the department head, opening of bank accounts and maintaining the system updated. 

· Input new employee data and maintain the personnel database in Oasys system.

· Prepare attendance and timekeeping of all employees for payroll. 

· Prepare certificates, bank letters, embassy & immigration letters & other certification as per request. 

· Maintain and update notice boards.

· Audit files as per need and schedule. 

· Monitor, request and inventory of office supplies. 

· Maintain and update the bulletin board. 

· In the absence of Admin Assistant (Human Resources & Training Department) or colleague, perform the duties required in a day to day basis like SW1 Associate Management, StarFinder,  Adaco-related tasks, assist during orientation and Brand Service Culture Training, and perform special assignments (Staff party committee member and all staff-related activities) as instructed by the Department head. 

Event Organizer/Caterer/Cake Decorator



February 2010 – November 2012
· On home-based business handling event like weddings, baptismal, debut party, kid parties (games & hosting) and any special occasions as per client’s request. 
· Also provides catering services to clients. Accept orders for cakes and pastries for any special events and occasions.
Volunteer Caregiver/Trainee





October 2009

Tahanan ni Maria (Home for the Aged Foundation, Inc.), Cavite, Phils.
· Assist the House parents in providing personal care to resident such as bathing, feeding and in their personal hygiene. 
· Also assists in cleaning the cottage, beddings, toilets and its surroundings.

HR/Admin Assistant






September 2007 – November 2008
Asia Overseas Transport Company, Inc., Parañaque City, Phils.
· Handle all HR/Admin related tasks including recruitment, administer and interpret  pre-employment exams, conduct initial interview, check and validate requirements submitted by new employees, give initial orientation on Company policies and SOP. 

· Monitor leave balances, tardiness and absences. Handle SSS (insurance), Philhealth (health insurance), Pag-ibig (housing) related task and inquiries. 

· Coordinate and schedule trainings & seminars for qualified employees. 

· Issue memorandum to personnel with violation. 

· Prepare job ads for newspaper publishing. Keep files and follows ISO requirements.

HR Assistant – Compensation and Benefits/Recruitment
March 2006 – October 2006

Topserve Manpower Supply, Inc., Makati City, Philippines
· In-charge of the Compensation and Benefits section, deal and coordinate with government agencies with regards to SSS, Pag-ibig (HDMF), PhilHealth and BIR. 

· Submit list of newly hired employees for insurance coverage. Check leave balances, absences and tardiness and issue clearance/back to work for employees on leave or absent. 

· Provide personnel counsel.

· Assist in the recruitment process, administer and interpret pre-employment exams and deployment of employees to clients.

HR Officer







March 2005 – March 2006

Caloocan Appliance Center, Inc., Caloocan City, Philippines
· Handle the HR department – recruitment and administrative, compensation and benefits, employee relations, training and development. 

· Conduct interview, initial screening, administering and interpret exam, check and validate requirements; conduct initial orientation of company SOP CRR and JD. 

· Prepare and coordinate schedule of day-off and leaves, check leave balances, absences and tardiness; serves as the liaison for SSS PhilHealth, Pag-ibig (HDMF) and BIR. 

· Represent company in labor and criminal cases, and coordinate case status to company lawyer. 

· Provide personnel counsel; prepare and coordinate training schedule, review and develop company SOP, and coordinate performance evaluation. 

· Purchase order, inventory ad control of office supplies and documents (OR, DR, SR, SI etc.).
Personnel Officer






January 2003 – January 2005

Sales Team Marketing, Inc., Makati City, Philippines
· In-charge of the over-all recruitment process – screening, interview, test administration and interpretation, hiring, contract signing, deployment and termination.

· Handle SSS, BIR, Pag-ibig (HDMF), and PhilHealth related documents. 
· Monitor, purchase and inventory of office supplies and documents. 

· Monitor performance, attendance (leaves, absences and tardiness). 
· Issue personnel memorandum and certificates as per request. 

· Coordinate with PESO (government employment offices), schools and job fairs for manpower request.
Liaison Officer/Recruitment Officer



July 2001- September 2002

HIBA International, Inc., Cagayan de Oro City, Philippines
· Conduct screening and initial interview for the qualified applicants, explain recruitment procedures and inform selected applicants of the developments and other appointments needed for the completion of requirements.

· Serve as liaison between OWWA and agency for the approval of job orders and interview schedule, submit Monthly Terminal Report to OWWA, and other inter-agency communications. 

· Give instructions, flight schedules and other related information to the selected applicants. 

EDUCATION:

Professional Caregiver, St. Augustine School of Nursing, Philippines, December 2009
Bachelor of Science in Psychology, Xavier University (Ateneo de Cagayan), Philippines, 2000

Certificate in Professional Education, Xavier University (Ateneo de Cagayan), Philippines, 1999

Diploma in Secondary Education, Southern Philippine College, Philippines, 1995

Diploma in Elementary Education, Kalilangan Central Elementary School, Philippines, 1991

EXAMINATIONS TAKEN AND PASSED:

National Certificate II in Caregiving

Certificate No. 0913060251562

August 19, 2009

Licensure Examination for Teacher (Secondary Level)

Area of Specialization: English and Literature

August 26, 2001

Board Rating: 78.60%
Civil Service Examination, Professional Level (CAT)

Date of Exam: November 24, 2001

Rating: 82.97%
SEMINARS/WORKSHOPS/MISSIONS ATTENDED:

Basic Life Support – CPR for Healthcare Providers and First Aid Training

Philippine National Red Cross, Parañaque Branch, Rizal Chapter
July 27- August 1, 2009

Volunteer, Feeding Mission/Medical Mission/Bloodletting Program
Brgy. San Isidro, Parañaque City / Gagalangin, Tondo
February 21, 2009/ March 21, 2009 / May 5, 2009
Participant, Transformative Learning and Alternative Assessment
Manila Doctors College, Pasay City

January 31, 2009
Project Coordinator, Bloodliner Feeding and Gift-Giving Program

Kalilangan Municipal Covered Court/ Brgy. West Poblacion Hall

December 17, 2010/ December 28, 2011 / December 20,2012
REFERENCES:

Available upon request.
I hereby certify that the above information is true and correct to the best of my knowledge and belief.


