[image: image1.jpg]


Gulfjobseeker.com CV No: 1429386
Mobile +971505905010 / +971504753686 

To get contact details of this candidates

Submit request through Feedback Link

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

Bachelor of Science in Psychology

 Xavier University – Ateneo de Cagayan 

Year 2000 – 2004

OBJECTIVE 
To secure a promising position that offers challenges where I can fully use my skills professionally and a rewarding career growth.

QUALIFICATIONS SUMMARY
· Extensive background in recruitment and selection, training and organizational development

· Ability to maintain high level of confidentiality

· Strong ability to organize assigned tasks for completion and demonstrate envisions all steps in a timely manner

· Great interpersonal and communications skills and exceptional ability  to understand verbal and written communication

· Proficient and excels on strategic planning, data gathering and analysis
· Quality customer service and capacity to multi-task under pressure
· Software proficiencies (Microsoft Word, Microsoft Excel, Microsoft Power Point)

PROFESSIONAL EXPERIENCES
· SENIOR BRANCH OPERATION OFFICER

PRU LIFE U.K. -Life Insurance 








Limketkai, Cagayan de Oro








May 2011 to April 2015
· Provide financial transaction, administrative/operational support in processing customers’ or policy owners’ requests, representative, and agents’ in branch offices; Prescreen and underwrites new business application; Identify red flags in financial authority, medical authority,  sum assured accumulated, third party, and other clients general information; Gathering data to assist with preparation of key reports or compliance report; Review completed documents for accuracy and completeness before processing final validation and issuance of policy  contract; create and maintain customer information files and coordinate with department concern in insuring dialing transaction activities, file processing and support are precise. 
· ADMINISTRATIVE OFFICER



PALAU PLANTATION RESORT








Koror Island, Republic of Palau 









December 2008 to December 2010

· Conduct pre-final or final interview and orientation programs for new employees; Supervise and coordinate activities of staff; administer salaries and determine leave entitlement; maintain budgetary  and inventory controls and make recommendations to management; Maintain management information system and provide secretarial or executive services to the management; Provide secretarial and administrative support by assisting guests with variety of their daily needs; Responsible in representing the company in a positive manner while attending the needs of guests or visitors  and directing calls; Performing special tour projects and assume certain responsibilities as assigned by the management; Works in close coordination and cooperation with all areas/departments to provide quality and consistent customer service; Responsible in dealing and monitoring of every emergency cases or scenario; Providing informational  and safety guidelines of the company premises.
· HUMAN RESOURCE 




CONCENTRIX INC.
(Organizational Development Analyst)

A SYNNEX CORPORATION COMPANY







Sept. 2006 to Nov. 2008
· Responsible for developing and implementing quantitative analysis, methodologies, and process to support field, managers, and associate training; Develops processes and methods needed to produce high quality data reports such as monthly and yearly attrition rate and absenteeism; Analyzes data, interprets findings and recommends changes contributory to the organization, if necessary; Creates performance matrix necessary to track business results related to managers and associate training initiatives; Assists the management with data needs including those related to turnover, surveys, operating metrics, and training effectiveness; Acts as liaison with other departments to ensure camaraderie; Communicates strategies and programs like team building to all employees including senior management level; Assist recruitment and selection department by conducting initial interviews.
· HUMAN RESOURCE 



SHOPPING CENTER MANAGEMENT CORP.
(HR Recruitment)



SM CITY – Cagayan de Oro 







Oct. 2005 to Sept. 2006
· Responsible for recruitment and selection of candidates for a specific job vacancy; Conduct initial interview for qualification assessment; Conduct Psychological exams to qualifies candidates and endorsed results to HR officer for the exam interpretation; Endorsed qualified applicants to the department heads for the final interview; Conduct applicant background investigation to previous employers and colleagues to screen performance and activities of the qualified applicant; Endorsed final document of the candidates to head office manila for review and validation of documents; Endorsed final candidate to the head nurse for medical examination procedure; orient final candidate of the company guidelines and procedures; Endorsed final candidate back to HR department head for departmental orientation; Arrange final candidate documents for 201 filling; Update oracle to update organizational structure and specifics of the new bee.
PROFESSIONAL TRAININGS ATTENDED

LICENSED ADVANCE OPEN WATER DIVER
Professional Association of Diving Instructors (PADI)

SAM’S TOUR PALAU – Republic of Palau 

License No.  09070f1922


BASIC SAFETY TRAINING 

Certificate number BST 13-1088 / PD 13-991

Registration number ACC2011-027 / ACC2011-029

Issued: February 1, 2013

SURIGAO EDUCATION CENTER - MARITIME TRAINING CENTER
Bulua, Cagayan de Oro City, 9000

(Fire prevention and Fire Fighting, Personal Survival Techniques, Elementary First Aid, Personal Safety
AndSocial Responsibilities, Prevention of Alcohol and Drug abuse in the Maritime Sector)







