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	PERSONAL DATA
Age: 

38
Date of Birth: 

May 20, 1977

Gender: 

Male

Civil Status: 

Single

Height: 

152.4 cm

Weight: 

81.82 kg

Nationality: 

Filipino

Religion: 

Christianity - Catholic

WORK EXPERIENCE
I have been working for 3.0 year(s).
1.

Position: 

Admin Assistant/Human Resource Assistant
Duration: 

Feb. 2012 – May 2015
Company: 

NET CHANNELS/SAUDI TELECOM COMPANY 

Company Industry: 

Telecommunication

Location 

Saudi Arabia

Department: 

Administration
2. Job Description: 

· Managing the day-to-day operations of the office

· Organizing and maintaining files and records

· Planning and scheduling meetings and appointments

· Managing projects and conducting research

· Preparing and editing correspondence, reports, and presentations

· Making travel and guest arrangements

· Providing quality customer service

· Working in a professional environment

3. Position : English Teacher

Duration : April 2012
Company : Majed Alobaid School

Company Industry : School

Location : Saudi Arabia

Partimer
3.

Position: 

Guidance Counselor/Admin Council/Human Resource Development/English Teacher
Duration: 

May 2009 - Mar 2011 (2.0 yrs) 

Company: 

San Francisco Parish School

Company Industry: 

Education & Training Services

Location 

Cardona Rizal

Department: 

Administration/Admin Council

Job Description: 

Guidance Duties:

- Responsible for middle school scheduling
- Provides direct support service to individual students, small groups, and classrooms.
- Completes assessments, referrals, and counseling with students and families.
- Oversees implementation of XX Schools program. Consults with other professional staff and outside agencies and other organizations.
- Completes home visits and assessments.
- Develops and maintains family outreach programs and community partnerships
- Serves as a member of the family support team and other school based teams.
- Completes written reports as needed or as requested by Principal.
- Other duties as assigned.
- Provide direct service to students in the classroom at least once per week.
- Conduct professional development workshop on identifying at-risk students.
- Interview students and families.
- Make oral presentations of assessments, diagnostics, home visits, and observations.

Admin Duties:

- Answer telephones and transfer to appropriate staff member.
- Meet and greet clients and visitors.
- Create and modify documents using Microsoft Office.
- Perform general clerical duties to include but not limited to: photocopying, faxing, mailing, and filing.
- Maintain hard copy and electronic filing system.
- Provide office orientation for new employees.
- Setup accommodation and entertainment arrangements for company visitors.

Human Resource Duties:

- Recruiting
- Hiring
- Training
- Organization Development
- Communication
- Performance Management
- Coaching
- Policy Recommendation
- Salary and Benefits
- Team Building
- Employee Relations
- Leadership

4.

Position: 

Supervisor
Duration: 

May 2003 - Apr 2005 (1.9 yrs) 

Company: 

Rojomore Enterprises

Company Industry: 

Banking and Financial Services

Location 

Ortigas Center Pasig City

Department: 

Loan

Job Description: 

- Managing and directing the daily activities of call center agents and telephone operators.
- Supervising, planning, and managing functions concerned to Call Center environment.
- Carrying out supervision, call monitoring, coaching, training, disciplining, and reviewing all agents or operators.
- Acting as an information source and answering operator or agents questions, assigning tasks, following up and giving instructions as needed.
- Attending, following up and resolving customer complaints and questions.
-Ensuring that the team members acquire the appropriate support and training to apply the best skills and knowledge on the job.
- Carrying out performance measurement, monitoring, and evaluation of all agents and operators to improve the efficiency.
- Compiling and maintaining lists of on-call and key schedules and personnel, and ensuring that the operators can use all lists as required.
- Updating databases, organizing activities related to maintenance and repair of equipments, ordering supplies and materials.
- Preparing and directing schedules, monitoring attendance of operators, scheduling breaks and shifts as necessary.
- Communicating solutions, successes, and opportunities to the Manager of customer service.
- Practicing and ensuring compliance with that of all the organization’s policies and procedures.

5.

Position: 

Host
Duration: 

Jan 1999 - PRESENT 

Company: 

Free Lance / Part Time Job

Company Industry: 

Others

Location 

Philippines

Department: 

Marketing

Job Description: 

- Hosting Wedding, Debut, Children's Parties and Corporate Events
- Organization
- Caring for Guest
- Because there are so many different types of social functions everything from lectures and art exhibitions to trade shows, poetry readings or wine tastings--there are many types of hostesses, with different responsibilities and specialties. They all, however, concentrate on making guests, attendees and participants feel as welcome and comfortable as possible. A guest's first and last impression of an event will often be his interaction with the hostess. Hostesses must have confidence, a friendly attitude that helps them relate to all types of people and the ability to speak knowledgeably about the event they are hosting.

6.

Position: 

Service Crew
Duration: 

Apr 1996 - Sep 1997 (1.4 yrs) 

Company: 

Jollibee Foods Corporation

Company Industry: 

Food & Beverage / Catering / Restaurant

Location 

Mandaluyong Metro Manila

Department: 

Dining Area

Job Description: 

- Take orders 
- Hosting/guide customers 
- Clear tables 
- Provide good customer service 
- Other ad-hoc duties deem fit by superior

EDUCATION
Highest Education
Second Highest Education
Education Level: 

Bachelor's / College Degree

Bachelor's / College Degree

Education Field: 

Education/Teaching/Training

Human Resource Management

Course: 

B.S. Psychology

B.S Psychology

School/University: 

University Of Rizal System

University Of Rizal System

Location: 

Morong Rizal Philippines

Morong Rizal

Date: 

May 2008 - Apr 2009

- PRESENT

SKILLS
Skill
Yrs of Experience
Remarks
1.

Computer Literate

10 yrs.

Microsoft Office

2.

Driving,Hosting Corporate Affair,

10

TRAININGS/SEMINARS
Date
Topic/Course Title
Mar 10, 2009- Apr 11, 2010 

Guidance and Counseling
BahayKalinga
University of the Philippines 

LANGUAGES SPOKEN
Language
Proficiency Level
(5=Excellent; 1=Poor)

1.

English

5




