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WORK EXPERIENCE

April 2013 – August 2015
Senior Learning Administrator, Global Learning Service Operations 

CGI Philippines 2F, One World Square, McKinley Hill, Taguig City, Philippines
KEY RESPONSIBILITIES

· SERVICE DELIVERY

· Provides administrative services to specific countries assigned (UK and Netherlands); includes end to end process and coordination with supervisor, colleagues, other units and business units and third parties regarding any assigned task as specified in the processes required.
· Handles training event logistics for the clients which may include the following:

· Managing the training calendar

· Liaising with the trainers and delegates

· Chasing of training authorizations when necessary

· Booking of meeting rooms/venue and accommodations

·  Requesting of course materials, exams, and catering

· Sending out meeting invites

· Updating of training attendance

· Managing course evaluations

· Managing PO requests and recharges

· Managing other related admin logistics task

· Give ample support in managing the e-learning and/or the learning management system (LMS) which may include the following:

· Answering queries and requests related to the system

· Adding joiners and deactivating leavers in the system

· Creating and updating course catalogues

· Creating and updating course event schedules

· Handle other e-learning / LMS related tasks assigned

· Ensure all queries and requests are documented, tracked, and resolved in accordance with learning procedures.
· REPORTING
· Submits necessary reports required by the team and the clients

· Ensure that reports submitted are accurate and timely. 

· Ensure delivery of reports even if on holiday or medical leave

· QUALITY
· Maintain quality standards in accordance with company procedures and client requirements
· Escalate queries and requests when it requires a deeper knowledge.

INTERNSHIP EXPERIENCES 

April 2012 – May 2012 

Intern, Human Resource Department (Recruitment)
Logica Philippines 2F, One World Square, McKinley Hill, Taguig City 

· Reviews applicant’s curriculum vitae, conducts initial screening, and refers the most qualified candidates to the hiring managers to ensure that they are ready for in-person and phone interviews. 

December 2012 – February 2013 

Clinical Psychology Intern
St. Joseph Psychiatric and Custodial Homecare 5 Banuyo St., Project 3, Quezon City 

· Provides and facilitates activities which are sensitive and responsive to the individual needs and interests of the patients. 

EDUCATIONAL BACKGROUND 


2009 - 2013  



PamantasanngLungsodngMaynila






Gen. Luna cor. Muralla St., Intramuros,Manila

BS Psychology 

Dean’s List, 5 semesters
LICENSE

November 2014  


Registered Psychometrician






Professional Regulation Commission






Psychometrician Licensure Examination

SUMMARY OF QUALIFICATIONS 
· Performs work with highest levels of confidentiality and integrity 

· Self-starter; highly motivated 

· Strong organizing and prioritization skills 

· Thrives to accomplish tasks within the deadline 

· Works with minimal supervision; able to work under pressure to competing demands  and stakeholders; strong customer focus 

· Capable of finding workable solutions, particularly when changes are required to working practices. 

· Fully conversant with Microsoft Office suite 

*Personal information and character references available upon request.
