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CAREER OBJECTIVE:
Highly motivated human resources professional looking for an opportunity to identify and select the right personnel, create a work environment that ensures employee satisfaction and deliver performance levels that surpass the goals of the organization.
EDUCATION
Polytechnic University of the Philippines, Sto. Tomas, Batangas

Bachelor of Science in Organizational and Industrial Psychology

2006 - 2010

St. Thomas Academy, Sto. Tomas, Batangas




2001 - 2006

WORK EXPERIENCE

AL AABDI HOLDING COMPANY

Business Bay, Dubai


(An Outsourcing Company – Visa Processing for Banks)


HR COORDINATOR


April 2014 – Present

· Handling one of the bank clients (Over-all in-charge in Visa Processing)

· Screen CVs

· Do the Job Posting in Dubizzle
· Discuss the Offer Letter to the selected candidates of the bank
· Collect the necessary requirements from the candidates to start the application
· Prepare the documents that will be used to start the application
· After the issuance of visa, do the rest of the process until the passport get stamped
· Organize, maintain and review personnel records. 
· Have a direct coordination to the bank
· Preparation of Certificates and Letters such as Salary Certificate, Designation Change Letter, Confirmation Letter, Warning Letter, Termination Letter and Experience Letter
· Monthly Report of New Joiners
· Send reports to the PRO for visa renewal/ non renewal cases and cancellation
· Process the cancellation application
· Cancellation Monitoring
· Preparation of booking requests for the staffs entitled for annual leave
· Do the computation of the End of Service for separated staffs
· Responds promptly to the employees queries, complains, suggestions, and give them proper feedback and related advices

· Performs general clerical duties and other responsibilities required
· Maintains confidentiality of work records

EPSON PRECISION PHILIPPINES INC. at Lipa City

(A Japanese wholly-owned company subsidiary of Seiko Epson Corporation,

Nagano Japan engaged in manufacturing of terminal printers.) 
HR STAFF
2011 – 2014
· Operator Recruitment

· Receive manpower request from section

· Provides manpower pooling for future requirements

· Post requirements for internal and external hiring

· Conducts selection/initial interview and examination of applicants

· Endorse newly hired employees to respective section

· 201 file documentation

· Coordinate with PESO / Universities for Job Fair Schedule / Attend a Job Fair

· Staff Recruitment

· Screen CVs

· Contact and schedule prospective applicants

· Administer examinations
· Conducts selection and initial assessment
· Conducts salary confirmation

· Endorse newly hired employees to respective section

· 201 file documentation
· Clearance of Resigned/EOC Employees
· Prepares documents for clearance of resigned/EOC employees

· Assist employees in processing clearance

· Monitoring of Manpower Movement/Manpower Report

· Ensures weekly update of recruitment is implemented

· Process 3rd and 5th month evaluation of staff and operator employees
· Maintenance of HRI system for operator and staff employees
· Uploading of newly hired employees

· Tagging of resigned/EOC/AWOL employees

· Updating of Grade level of newly regularized and promoted employees

· Updating of some personal information

· Transferring of employees from one section to another
· Training Staff

· Conducts Orientation for newly hired employees.

· Trains employees in order for them to be more effective. 
· Monitoring of companywide training (In-house training)
· Other Duties

· Prepares monthly KYT/KAIZEN

· Participates in companywide activities

CAREER POWER PROFESSIONAL MANAGEMENT SERVICES INC.
Sta. Rosa Laguna

HR STAFF
2010 - 2011
· Compensation and Benefits
· Submit reports to the Government offices (SSS, Pag-ibig, Phil health and BIR) for giving update.
· File the application forms of the employee to claim their benefits (including SSS Sickness Reimbursement, Maternity, SSS and Pag-Ibig Loan).
· Operator Recruitment
· Administer examinations
· Conducts initial interview
· 201 file documentation
· Others
· Timekeeping in-charge
· Company Coordinator
SEMINARS AND TRAINING ATTENDED

CORPORATE SOCIAL RESPONSIBILITY
December 2013

EPSON Precisions Phils.Inc.

Lipa City, Batangas

LEADERSHIP TRAINING
June 2013
EPSON Precisions Phils.Inc.
Lipa City, Batangas

ONE EPSON TRAINING
September 17, 2011

EPSON Precisions Phils.Inc.

Lipa City, Batangas
HORENSO AWARENESS ORIENTATION
August 24, 2011

EPSON Precisions Phils.Inc.

Lipa City, Batangas

EFFECTIVE RECRUITMENT, SELECTION AND PLACEMENT
Seminar Coordinator: Virgel C. Binghay, PH.D.

July 20-22, 2011

U.P. SOLAIR, Diliman, Quezon City
GMA  i-WITNESS DOCUMENTARY FESTIVAL
Guest Speaker: Ms. Kara David

February 27, 2010
SM, Lipa City, Batangas

BRIDGING THE CAMPUS CAREER GAP

Training Consultant: Mr. Manuel Luis B. Manalang
November 19, 2009

PUP-STBC Cultural Center

AEROBIC EXERCISE AND SEMINAR ENTITLED “PREVENTING PARTY HASSLE”
September 17, 2008

PUP-Sto. Tomas Batangas Campus
ITEM ANALYSIS

March 12, 2008
PUP-Sto. Tomas Batangas Campus

“CROSSROADS DEDICATION PURSUED…DREAM ACHIEVED

(A Success Story of an Accomplished Industrialist)
November 19, 2007
PUP-Sto. Tomas Batangas Campus
PSYCHOLOGICAL REPORT WRITING
October 11, 2007

PUP-Sto. Tomas Batangas Campus

DEVELOPING A REALSITIC SELF-CONCEPT

September 6, 2006

PUP-Sto. Tomas Batangas Campus

ACHIEVEMENT
Academic Excellence Award
PREVIOUS PART TIME JOB


Japanese English Instructor
SPECIAL SKILLS

· Computer Literate (MS Word, PowerPoint, Excel)
· Inherent initiative and work ethics.
· Fast learner and willing to work under pressure.
· Proficiency in English Language, both speaking and writing.
· Responsible, efficient and flexible
PERSONAL INFORMATION


Place of Birth


:
Sto. Tomas, Batangas


Citizenship


:
Filipino

