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OBJECTIVE


· To obtain a human resources management position where I can effectively utilize my expertise in employee relations.
EXPERIENCES

GULF CATERING COMPANY

Riyadh-11642 Kingdom of Saudi Arabia

(October 11, 2012 to August 12, 2015)
Position:  Personnel Officer
Nature & Scope of Responsibilities:

· Responsible for the processing of exit and vacation application of the staff and sister companies.  Sees to it that all the necessary files are attached (Timesheet and clearance singed by the operation manager).  

· Responsible for issuance of exit re-entry visa (single or Multiple) and exit visa of the staff.
· Responsible for booking of tickets domestic and international flights.
· In-charge of travel order, refund and transportation request.

· Responsible for posting in oracle system and submission of their approved applications to payroll department for calculation of their vacation payments, salaries, and final settlements for exit staff.
· Checks that all data entered in the applications are correct and up to date.

· Arrange drivers for sending staffs to airport and pick-ups.

· Report staffs who did not return from vacation to the Jawazat.

· Files documents properly and arrange them by employee number so that in the future we can easily pullout their files. 
ISLAND MERCHANTS CORPORATION

Nestle Distributor Partner

(November 2009 to June 2012)

Position:  Accounting Assistant-Accounts Receivable
Nature & Scope of Responsibilities:

· Posts and reconciles collections from customer in the Syspro.

· Improve collection efficiency through regular follow-up to customers, proper coordination to salesman/logistic driver and timely issuance of collection & demand letter.

· Provides AR ageing reports & analysis for the GTM and the Management.

· Maintains & updates accounts under litigation & their payments.

· Files important reports properly & performs other duties & responsibilities which may be required by AFM. 

· Make daily collection calls by the customer.

· Identify and execute the necessary process adjustments.

· Interact with customers to resolve outstanding issues.

Bank of Commerce

(October 2008 to March 2009)
Position:  On-the-job-training 
Nature & Scope of Responsibilities:

· To provide an accurate accounting support to their senior accountants.

· Assist in preparing company’s journal entries, keep their balance sheet updated and assist regarding monthly account closings.
· To pay particular attention to accuracy and specific detail for a competent accounting performance this includes the capacity to analyze skills and issues to resolve problems in an efficient manner. 
· Files report properly and safe keep them for audit purposes.
· Scanning of checks and dollar notes, sorting and segregation of check per bank for clearing.

· Assist in refilling of money in the ATM.

· Counting of coins and bills.
EDUCATION


FOUNDATION UNIVERSITY (FU)

Dr. Miciano Road Dumaguete City Negros Oriental

Bachelor of Science in Commerce major in Banking and Finance
SY: 2005-2009
San Miguel Provincial Community High School
San Miguel, Bacong, Negros Oriental
Secondary Education
SY: 2001-2005
San Miguel Elem. School
San Miguel, Bacong,Negros Oriental

Elementary Education

SY: 1995-2001
SKILLS

· SOFTWARE/COMPUTER APPLICATION

(Microsoft Word, Presentation and Excel, Power Point Application)
· SYSTEM USED
a. Oracle version E-Business suites (HR System)
b. On Base System (Archiving of documents)

c. Human Resource Management System (HR System)
d. Muqeem System (Saudi Government System) for issuance of visa and renewal and issuance of residence permit.
e. SYSPRO System Application (A/R Accounting System)
f. GENERAL LEDGER System (Accounting System)
g. DMS R&U (A/R Accounting System)
· LANGUAGES SPOKEN
(Arabic, English, Tagalog, and Cebuano)
TRAININGS/SEMINARS


· Oracle version E-Business suites (Core HR and Payroll)
Held on 12 to 16 day of April 2015 @ Munajem tower, 8th floor, Riyadh, KSA 
· Walking for Health and Long Life ( Challenge Event )
Held on 12 day of February 2006 @ Dumaguete City, Phillipines

· Rice is Life (1st Leandro G. Sinco 5K Challenge)

Held on 23 day of July 2006 @ Rizal Boulevard, Dumaguete City

· 1st World Food Day : Run for Food
Held on 15th day of October 2006 @ Rizal Boulevard Dumaguete City, Phillipines

· Symposium on “Power Dressing: An Investment”
Held on August 21, 2008 @ Sofia Soller Sinco Hall, Foundatin University
ORGANIZATONS


· Junior Financial Executives (JFINEX)
· Foundation University Varsity (Football)
· Negros Oriental Football Club (NORFA)

· Dumaguete Football Club (DFC) & Bacong Football Club (BFC)
PERSONAL DATA



Age



: 26

Birthday                           
: January 18, 1989

Place of Birth                   
: Buntis, Bacong Negros Oriental

Sex                                
: Male

Civil Status                      
: Single

Citizenship                       
: Filipino

Religion                            
: Roman Catholic
I hereby acknowledge that all the data included in my resume are true and correct.
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