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OBJECTIVE
To work and to be trained as an efficient and competent asset and be part of a highly competitive firm that would enhance my skills and abilities while providing and exploring good opportunities for future growth.
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HIGHLIGHTS OF QUALIFICATIONS
· Knowledge on administrative tasks such as data encoding, records keeping and telephone calls screening and referral. 
· Proficiency in Microsoft computer applications: Word, Excel, PowerPoint and internet access. 
· Well-organized, hardworking, effective team player who can also work independently. 
· Strong English communication skills both written and verbal. 
· Have the ability to adjust in multi-task and fast shifting priorities. 
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WORK EXPERIENCE
HR Timekeeper/Payroll Analyst
Clarmil Manufacturing Inc.
Mamatid, Cabuyao Laguna
February 22, 2010 – July 2, 2015
Duties and Responsibilities
Compensation & Benefits
· Manage the compensation and benefits administration process (statutory and 
· company initiated). 
· Orient newly eligible employees and ensure that employees and new hires are enrolled with SSS, BIR and PhilHealth on a timely manner. 
· Prepares and communicates information to employees and former employees about benefit programs, procedures, changes, and government-mandated disclosures. 
· Attend to, investigate and implement necessary actions to address escalated inquiries and concerns and escalate complex issues to higher management as necessary. 
· Prepares certificate of employment & notices relating to salary increases, loans, promotions, and incentives. 
· Maintains employee information/benefits data in automated human resources information systems. 
· Keep updated on industry or HR trends and practices pertaining to compensation and benefits administration. 
· Resolves problems related to access to or payment of benefits. 
· Ensure that all issues and concerns are dealt with on a timely manner. 
Timekeeping
· Input data from time sheets, production records, and individual time cards to computerized payroll system. 
· Ensure required documentation are in place for all pay related transactions for audit purposes. 
· Keep track of leave time, such as vacation, personal and sick leave. 
· Handled basic administrative payroll duties including data entry, filing, and faxing. 
· Liaise directly with line managers regarding their employee timecards. 
· Assist the payroll clerks in running the payroll for weekly temporary staff and to ensure all processes and procedures are carried out in accordance with defined criteria. 
Payroll Analyst
· Processed and reviewed payroll documents. 
· Entered and audited changes into payroll system. 
· Manage and work closely with HR Manager to ensure timely and accurate processing of monthly payroll, filing of statutory contributions and/or tax clearance as well as posting of general ledger within the stipulated deadlines. 
· Highlight or recommend improvements and solutions to enhance payroll operational efficiency and effectiveness. 
· Responded to employee and management requests regarding payroll issues. 
Photo and Video Editor
Ron and Rod Photo and Video Haus (Part-time)
Parian Calamba City
July 2009 – January 2010
Duties and Responsibilities
· Responsible for all photographing and filming for both internal and external events. 
· Responsible for all Photos editing and layout by client’s requirements. 
· Photo and Video Coverage in all occasions. 
· Responsible for maintaining images in photo libraries and proper project documentation. 
· Coordinate with other team members internally to ensure timely and accurate follow-up to customers' requests. 

EDUCATIONAL BACKGROUND
Tertiary
Bachelor of Science in Industrial and
Organizational Psychology
Polytechnic University of the Philippines
Sto. Tomas Extension Sto. Tomas, Batangas
2005-2009
Secondary
Liceo De Mamatid
Mamatid Cabuyao, Laguna
April 2005
Primary
Baclaran Elementary School
Baclaran Cabuyao, Laguna
April 2001
SEMINARS ATTENDED
Workers’ Institute on Labor Law
Speaker: Prof. Jorge V. Sibal
UP-SOLAIR Diliman, Quezon City
March 8-10, 2011
“How to Compute Salaries, Wages, and benefits”
Business Coach Inc.
San Juan City, Metro Manila January 29, 2011
"Unleash the Highest Potential of your Life/Work & Money"
Speaker: Mr. Vic F. Garcia and Ms. Avelynn R. Garcia
31st Floor Jollibee Plaza Emerald Ave. Ortigas Center, Pasig City November 2 & 24, 2014 January 21, 2015 February 2, 2015
3-day-training-seminar/workshop Pagkakaisa Volunteer Inc. Foundation Inc.
Speaker: John Vargas (PVI President)
Polytechnic University of the Philippines – Sto. Tomas Extension April 12, 2007
29th Kamp Pagkakaisa 2007 “ALA EH! MGA BATA DINE PROGRESIBO” A 10 days therapeutic camp for children with special needs (240 hours of volunteer service)
Speaker: Mark Ernest D. Rosario (Kamp Director) Brgy. Poblacion IV, Sto. Tomas Batangas

ORGANIZATION AND AFFLIATION
Member:
PVI FOUNDATION INC.
(Pagkakaisa Volunteer Inc.)
POPMH (Psychological Organization for the Promotion of Mental
Health)
CHARACTER REFERENCES (Available upon request)

I hereby certify that the foregoing information are true and correct to the best of my knowledge and belief.
