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Objective: To be employed in Human Resources wherein I can develop and impart my professional skills in the welfare of the organization


WORK EXPERIENCE
PERFORMANCE MANAGEMENT COORDINATOR - Human Resource Shared Services  

White & Case LLP -DSM Manila LLC 

         Makati City, Philippines; March 2012- July 2015

· Supports on going delivery for performance management system 

· Lead and manage performance management process together with the HR Managers and HR Directors throughout the White & Case offices

· Manages performance management through issue resolution, change requests and standardized process.

· Lead process creation and improvement initiatives, and work with implementation managers, HR directors and other associates in the implementation of performance management appraisal
· Assist clients and end users in troubleshooting any issues and escalations
· Supports or leads training and demonstration of the performance management system
· Serves as an subject matter expert in the Performance Management System

· Provide status reports, overall ratings report and other appraisal reports to HR directors and HR managers

· Responds to client inquiries regarding surveys and performance management processes and functions

· Work with HR directors and HR managers in identifying specific ratings and goal framework for performance management
TECHNICAL RECRUITER (Part time)

Match Relevant
Manila, Philippines; May 2014 – Oct 2014
· Source, interview, and select applicants for technical positions.

· Recruiting Specialties include: 

· Software Engineering 

· Web Development 

· Mobile Development  

· Platform Engineering 

· Product/Project Management 

· Cloud Engineering

· Schedule interviews with Hiring Managers

· Assist with the ongoing hiring process

RESEARCH STEWARD – Marketing Shared Services

White & Case LLP -DSM Manila LLC 

             Makati City, Philippines; April 2010 - March 2012

· Applying knowledge of commonly used CRM database concepts.

· Entering and maintaining (merging/purging/updating) Marketing contacts, client contacts and other business data.

· Data cleanup tasks including monitoring the system for duplicate contacts, merging duplicate contacts, and ensuring that people are associated to companies. This also includes other miscellaneous tasks, such as standardizing company names, standardizing address data, and ensuring that necessary data fields are populated.

· Processing of "Data Change Management Tickets" by researching and processing changes to public dataand following up with the users as necessary.

· The Data Steward may also be responsible for adding and maintaining key business intelligence information that the firm has identified such as organization type, corporate relationships, etc.

· Other responsibilities including but not limited to report generation, query writing, user support, and data imports may be required as determined by the CRM Manager.

HR ADMINISTRATOR - Recruitment


Teleperformance


Manila, Philippines; July 2009 – December 2009

· Source, interview, and select candidates for business printers support agents

· Assist with Talent Management and end to end recruiting process

· Match applicants to job openings. Source for future job openings.

· List job postings on job boards, social media, corporate career web sites, and other possible channels.

· View applications. Call applicants and perform phone screens.

· Have applicants come in for formal interviews.

· Instruct applicants on the nature of the job and whom they will be speaking with during the interview. Facilitate meeting between hiring manager and applicant.

· Interview applicants. Hand out and grade assessments.


SKILLS & CORE VALUES

· Performance Management      


· Learning and Development              

· Recruitment 

· Talent Management and Acquisition

· Training and Development
· HRIS
· Employee Relations

· System Administration

· Marketing

· Legal research                                  

· Process Improvement, Management, Documentation 

· Data Analysis, Entry, Audit, Stewardship

· Knowledge in ViDesktop, ViEval and ViRecruit

· Basic Knowledge in PeopleSoft and Humanic

· Basic Knowledge in E-Compensation

· Basic Knowledge in Sourcing tools (Linkedin, Jobstreet, JobsDB, TalentBin, Taleo)

· CRM                                                  

· Flexible                                              

· Fluency in English language             

· Good communication and interpersonal skills



PROFESSIONAL DEVELOPMENT
HIPAA Training

White & Case LLP – DSM Manila LLC

February 2014
Root Cause Analysis

White & Case LLP – DSM Manila LLC

April 2014

Thing Like a Manager

White & Case LLP –  DSM Manila LLC

May 2014

Excel in Excel: 2010 Essentials

White & Case LLP – DSM Manila LLC

August 2014

Measuring Success Through Metrics

White & Case LLP – DSM Manila LLC

December 2014

SUPER HRSS - Service, Unity, Purpose & Excellence in Resolutions for HRSS

White & Case LLP – DSM Manila LLC

Taal Vista Tagaytay City

April 2012

Basic Life Support: Initiating Cardio Pulmonary Resuscitation

Red Cross, UP Diliman Quezon City

May 2008
EDUCATIONAL ATTAINMENT

2005-2009:Bachelor of Science in Nursing
        Far Eastern University 

           Dr. Nicanor Reyes Medical Foundation

Regalado Avenue, West Fairview, Quezon City


