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Human Resources/Admin/Training&Devt
Summary

MNC (Multinational Companies)
FMCG (Fast Moving Consumer Goods)

Hospitality/Restaurant/Service Industry

Construction/Manufacturing/Fabrication

Retail Sales&Marketing

High business acumen 

English Proficiency – Speaking, Listening, Reading, Writing
Skills

Competencies: Training, Mentoring, Delegating; Evaluating Employees and Performance; Assessing Risks and Decision-Making; Thinking Clearly and Analytically 

Presentation: Excellent (Training, Product Presentation and Business Review)

Microsoft Applications: Advanced Level (Word, Excel, PowerPoint, Visio)

Adobe Photoshop: Experienced (Tarpaulin, Poster, Leaflet, Flyer)

Infographics: Experienced (Data Visualization, Information Design)

Social Media: Admin (LinkedIn, Facebook, Instagram, Twitter)

Driving: Experienced (Defensive Driving)

Experience

HR/Admin Manager at LCG Group of Companies

Lead the 800 employees, 60 members of the Management Team for Philip Morris,Johnson&Johnson, Globe Telecom, Wyeth, Goodyear, et al. Responsible for 7 HR Staff, 1 Head Office and 12 branches with warehouses countrywide. 

Major Responsibilities: 

HR Management – recruitment, company policies, compensations and benefits, legal compliance
HR Development – conduct corporate training, spearhead Succession Planning, KPI, Rewards&Recognition culture, employee engagement/development

Administration – manage office layout, supplies, equipment, vehicles (200), expenditure, communication, health and safety; building maintenance and repair; customer inquiries and complaints; senior PA and preside quarterly meeting of top management (1 President/CEO, 4 VPs, 5 GMs)
*Position required national travel within branches (30% monthly) 

Achievements: 

Outstanding Medium Business Enterprise Award (City Chamber of Commerce), Shanghai Trip Johnson&Johnson Distributors Performance Evaluation Bronze Award Yr 1 (National-HR/Admin) Johnson&Johnson Distributors Performance Evaluation Bronze Award Yr 2 (National-HR/Admin)

Senior Consultant at Beacon Consultancy Services
Provides integrated solutions for the company's economic needs whether starting-up a new business, diversifying into a new venture, or professionalizing the organization. 

Major Responsibilities: 

Learning Organization – facilitating learning of its members and continuous organization transformation 
Trends and Perspectives – imparting global trends and perspective beneficial to the company 

Embracing Change – aiding the org as it implements new systems and processes that bring about change 

Problem Solving – proactive processes used with systematic approach in Microsoft Visio flow charts 

Roles of a Manager/Supervisor – responsibility towards the organization, the subordinates, and the peers

Code of Professionalism/Ethics – key principles and values in accordance with the general principles of corporate governance 

Personality Development – enhancing the outer and inner self through organized pattern of behaviors and attitudes that brings about success and impacts both professional, personal life

Developmental Plan – step by step instruction and guide to be implemented in order to achieve the goal and self-admonishment against the process 

Product Training – features and benefits, and sales training of existing employees and new hires 

Training Needs Analysis – assessing training needs, and designing and delivering training solutions that produced measurable results to the employees and organization.

Achievement: Maintained more than ten (10) clients 

Service – Candy’s Café, Magills’ Bistro, Iaso Spa, Atlantis Gym & Spa, Paragon Gym

Construction – Grandblocks Corporation, Priometal Mindanao Corporation

Retail Sales – Bettina Boutique, Oro Grande (P&G Dist), White Hat Yogurt, Templar Manpower

Academe – Ateneo de Cagayan University, Ark Island School

General Manager at Jaybuilders' Industries Inc.

Lead the company’s over-all performance in the areas of market share, growth and profitability achievement, and re-engineering of processes towards professionalization of the organization – national construction company involved with fabrication, installation, supply and support of stainless steel and related products.

Major Responsibilities: 

Corporate Direction – Provide direction to the operations of the company through the implementation of a planning system 

Monitoring System – Monitor and evaluate the implementation of performance of sales & marketing, admin and production 

Executive Leadership – Oversee the day-to-day operations of the company through the OPCOM Culture of Motivation – Continuously motivate and inspire the workforce to make a formidable team of champion 

Decision Making – Make timely and critical decisions concerning the growth and profitability of the company 

Culture of Measurement – Ensure the implementation of productivity programs like KPI to lay the foundation of making and maintaining the company attain competitive advantage 

Basic Functions – Planning, organizing, staffing, leading, communicating, controlling and decision-making

Sales&Marketing – Develop and manage the quarterly sales and marketing strategies, formulate a yearly business plan, define and achieve market share, growth, profits, pricing, discounts and rewards 

Organizational Health – Establish office and plant health and safety standards 

Accounting Parameters – Perform effective credit management, and collection practices and standards 

Labor Law Compliance – Ensure alignment to procedures and policies, and controlling guidelines

Administration – Ensures that admin policies and all other policies are implemented

Customer Engagement – Develop strong business relationship with key and major customers in the area 

Achievement: 
123% Annual Sales 

Reengineered organizational processes

Professional Service Representative at Boehringer Ingelheim

Promote breakthrough pharmaceutical products in highly sales-compromised areas by conducting product presentations and research studies to top caliber doctors.

Major Responsibilities:

Sales/Territory Management – Execution of territory sales objectives, coverage plan, promotional strategies, cycle projects

Administrative – Manage company resources necessary for the achievement of objectives

*Position required weekly travel to two (2) cities (20% travel monthly) 

Achievements:

1 Local Trip Award, 3 consecutive years European Trip Award, Gold Watch Award, Promotion to District

Sales Manager (Regional) 

*Promoted position required weekly travel to eight (8) cities (80% travel monthly)

Education

Liceo de Cagayan University, Bachelor's degree

Academic Scholar, Dean’s Lister

Capitol University, Primary to Secondary School

Academic Scholar, Graduated Salutatorian

Leadership Award

Trainings Attended

Assertive Communication

Creating Corporate University from Scratch

Delegating For Positive Results 

District Manager’s Development Program 

Executive Coaching 

Good to Great 

Handbook for Leaders 

Handling Problem Subordinates 

Intellectual Capital 

Interpersonal Selling Skills 

Kaizen

Motivation in the Workplace



Performance Coaching and Counseling Skills  

Performance Appraisal 

Positive Reinforcement 

Problem Solving and Decision Making 

Product Training

Quality Customer Service

Seven Habits of Highly Effective People 

Situational Leadership 

Strategic Planning

Talent Management/Acquisition 

Targeted Selection 

Training the Trainer 

Transactional Analysis 

Understanding the Human Behavior
Certificate

English Language Proficiency

IELTS (International English Language Testing System)

PASSED – Overall Band Score 7.0


