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· Human Resource Assistant Manager with over 7 years of comprehensive human resources experience including benefits administration and payroll processing. 
· Managed efficiently the loan portfolio of employees for officers and staff. 
· Well-versed in computer applications such as Payroll Plus System, ATMOS, Microsoft Office 2003/2007/2010 Word, Excel, Power Point and Outlook. 
PROFESSIONAL EXPERIENCE

	Employer
	:
	Philippine Bank of Communications

	
	
	PBCOM Tower 6795 Ayala Avenue Makati City, Phils

	Position Title
	:
	Benefits Officer/Junior Assistant Manager

	Specialization
	:
	Human Resource Management

	Period
	:
	November 1, 2010 – May 16, 2012


The Philippine Bank of Communications (PBCom) was incorporated on August 23, 1939 as one of the earliest non-American foreign banks in the Philippines. It received the authority to engage in commercial banking from then the Bureau of Banking of the Department of Finance under the Philippine Commonwealth, with a capitalization of two million pesos. The Bank commenced operations on September 4, 1939.
· Rendered administrative support to the Division Head in planning, organizing, coordinating, and directing the targets and goals, day-to-day functions and activities of the Division. 
· Administered responsibly the Multi-Purpose Loan Program of the Bank for Officers and Staff. 
· Managed benefits of Senior Officers such as Club membership and Executive check-up. 
· Processed claims of employees under the benefits program of the Bank such as: hospitalization, insurance, health care plan, educational assistance, bereavement assistance, maternity benefits etc. 
· Handled and ensures Payroll instructions on amortizations for salary deduction of newly approves loans and checks posted new loans and repayments instructions covering employees’ amortization in the Payroll System for Staff and out source payroll service provider for Officers. 
· Started reconciliation of accounts with past due and overpayments. 
· Submits Officers’ Bank-Funded Loans application to the Board for approval and refers to Special Loans Committee requests for exception from the Bank’s policy on employees’ loans. 
· Prepares loan documents such as Chattel Mortgage/Real Estate Mortgage and other documents. In case of refinancing of existing secured loans such as housing and car loans, prepares Letter of Guaranty for the refinancing company from where the loan shall be taken out. 
· Prepares Deed of Sale for fully paid/depreciated assigned Bank cars in favour of the assignee as provided for under the Car Plan. 
	Position Title
	:
	Benefits Associate

	Period
	:
	April 1, 2007 – October 31, 2010


· Responsible for the efficient administration of Multi-Purpose Loan Program of the Bank for Rank and File employees. 
· Conducted necessary interview with the employees for verification/validation purposed on matters pertaining to their loan application. 
· Responsible for ensuring the full compliance of the Bank’s HR policies and procedure on matters related to our scope of responsibilities. 
· Handled and ensures that the loan application and prescribed requirements for the employees’ Multi-Purpose Loan Program submitted by the employees are complete and properly accomplished. 
· Evaluates and determines eligibility and available loan of employee-borrower under the MPL Program. 
· Prepares loan documents such as: Promissory Note, Loan Disclosure and other requirements. 
· Prepares loan approval instruction for Retail loan Unit in case of Bank-Funded Loans and for Trust Group in case of Provident-Funded loan. Also, obtains approval of authorized officers on processed loan application. 
· Prepared instructions to Payroll unit on amortizations of MPL Programs, SSS and Pag-IBIG payments. 
· Processed and released government-mandated employees’ benefits with Social Security System and Pag-IBIG such as: Maternity notification/reimbursement, Sickness benefit, Employees’ Compensation and Disability Benefits, SSS loan, Pag-IBIG Provident Claims and Loans. 
	Position Title
	:
	Personnel Payroll Associate

	Period
	:
	July 1, 2005 – March 31, 2007


· Sets up, updates and maintains all data needed for processing the payroll of all staff. 
· Performed preparatory tasks to payroll processing such as: encoding/uploading of employees’ attendance records, maintenance for deduction, overtime pay, OT meal allowance, special credits, etc to payroll system. 
· Prepared annual withholding tax list and BIR 2316 of all staff for issuance to all officers. 
· Coordinated compliance to HR compensation policies and procedures. 
· Disseminated staff performance appraisal rating forms, gathers the SPAR results, generates summary reports, update and safe keeps 201 files. 
· As may be necessary, responds directly to queries or relays decisions and instructions of the Division head to inquiring parties. 
· Facilitated routing of clearance accountabilities of resigned and retired employees 
· Safe keeps and maintains confidential payroll records and information. 
OTHER WORK EXPERIENCE
	Employer
	:
	Multi Conceptslink Singapore PTE. LTD

	
	
	Honeymoon Dessert Singapore

	Position Title
	:
	Assistant Manager

	Period
	:
	June 7, 2012 – December 6, 2012

	
	
	March 25,2013 – January 12, 2015


· Ensured the timely submission of the daily F&B inventory and reports, checked the general upkeep of the stations and the maintenance of its accessory equipment during assigned shift. 
· Implemented operational procedures, including cash handling and safety & security, ensure the safety of workforce during shift and utilize operational tools to achieve operational excellence during the shift. 
· Pursued the procedures and regulations and correct any lapses when necessary. 
· Accountable for helping to ensure that all health and safety regulations that apply to the restaurant are met. 
	Employer
	:
	949 Bar & Restaurant

	
	
	#949 Juan Luna Escoda St., Malate, Manila Phils

	Position Title
	:
	Management Trainee/Food and Beverage Attendant

	Period
	:
	April 10 – June 30, 2005


· In-charged of proficient operation of all computer and IT systems that are part of the ordering and checkout process. 
· Responsible to provide advice and suggestions regarding food and beverages according to customer expectations, enterprise standards, and employer procedures. 
· Administered and maintained stock levels for various products used by the establishment. 
TRAININGS AND SEMINARS ATTENDED

Seminars
21-24 January 2008
Social Security System In-Depth Seminar
02 September 2008
Information Security Awareness & Amp; Anti-Money Laundering Act
27- 29 September 2011
Workers Institute on Labor Laws (WILL Class 145)
20 August 2011
Signature Verification Seminar
05 March 2011
Anti-Money Laundering Act
On-the-Job
10 April – 30 May 30 2004
MERALCO (Manila Electric Company)
HRD Trainee
· Responsible in some or all of the following functional areas: support in filing and safekeeping of records, assist in answering employee relations enquiries, organized and arranged training & development materials and facilities. Assist with the administration of the day-to-day operations of the human resources functions and duties. 
EDUCATIONAL BACKGROUND

June 2001 – March 2005 B. S. C Major in Business Management and Entrepreneurship San Beda College, Mendiola, Manila Philippines
· Related Course Work: Human Resource Management, Managerial Accounting, Marketing Finance, Micro and Macro Economics, Hotel & Restaurant Management, Business Statistics, Business Management and Business Law. 
