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SUMMARY OF SKILLS
· Ability to plan, organize and prioritize work to meet deadlines
· Self-motivated, patient and a keen observer
· Performed in a Supervisory position for almost 3 years
· Above average English communication skills
· Above average creativity and analytical skills
· Proficient in internet, MS Office applications and .Net Cloud based HRIS
· Almost 5 years’ experience in administration of Human Resources role specifically in Hiring and Termination, Performance Management and Industrial/Labor Relations
· Knowledgeable in UAE Labour Laws

WORK EXPERIENCES
HUMAN RESOURCES OFFICER  | 7 January 2014 to 4 October 2015
Cape East Philippines, Inc. - Cape PLC (Construction/ Oil & Gas Industry)| Alabang, Philippines
Recruitment
· Responsible for the recruitment and selection process and ensuring the deployment of a highly qualified employees and talent acquisition which is in compliance with Cape Management System’s Recruitment procedure/HR Manual to ensure that the manpower needs of the project are met
· Insure that newly hired employees have all the needed requirements such as Medical Report, clearances,and other pre-employment requirements
· Competency verification, Employment verification, reference checking, and trade testingof all employees in keeping with the Company’s current procedures
· Documentation and Control of all submitted CV by the applicants and nominated/prospective applicants for hiring and reservation
· Conducts orientation to new employees regarding company profile, organizational chart, company policies, values and cultures
· Prepares and issues appointment papers (job offers, contracts, amendments/promotional letters, salary increases, changes on employment agreements, regularization letters, termination/end of contract letters) of employees in rank and file level and project based personnel
· Responsible for personnel movements; regularly prepare HR reports
Benefits and Compensation Administration
· Review, revise, prepares job descriptions and specifications 
· Responsible for preparation of employment contract and related paper works for staffs and operatives.
· Assist Payroll Team with regard to payroll and compensation queries.
· Works closely with HR Manager on establishing schedule of rates on each and every project
Performance Management System
· Assist the HR Manager in the execution of employees’ performance appraisal on probationary status and regular employees (7 days, 3rd month, 5th month and annual assessments)
· Provide assistance and guidance to managers and supervisors on coaching for performance evaluations 
· Assist the HR Manager with the competency assessments and ensure Performance Development Reviews are carried out for all employees in line with the Company procedures and that they are competent to carry out their duties.
Training and Development
· Assist HR Manager with the administration of Training Needs Assessment
· Ensure Training and developmental plan are in-place and implemented
· Support Cape Asia Academy’s advocacy
Human Resources Management
· Assist HR Manager with the implementation and monitoring of HRPolicies and Procedure 
· Assist HR Manager with the Company’s Reward and Recognition Program
· Preparation of internal and external company memorandums, notices and announcements
· Conduct counseling process for Employees 
· Assist the HR Manager during Administrative Hearing
· In-charge of notice of decisions (disciplinary procedures) for personnel cases based on the code of conduct of the company
· Administer and update company’s master list/Cape East Philippines, Inc. roster files and HRIS
· In charge of employment verifications and Certificate of Employment issuance
· Take charge of the HR Documents to be provided and submitted to National Labor Relations Commission and Department Of Labour and Employment
· Facilitate Employee concerns for Cash Advances, OT, Leave, Maternity, Paternity and Bereavement
· Conduct exit interviews for employees separating in the company
· Facilitate clearance procedures for Payroll processing of separation pay/last pay
· Controller of all confidential files and 201 personnel files
· Acts on behalf of HR Manager’s absence.
HUMAN RESOURCES OFFICER  | April 2013 to December 2013
Lukas group, Inc. (BPO & IT Company)  | Alabang, Philippines
· Drafting and development of HR documentations, forms, company rules and policies.
· In-charge of end-to-end recruitment process
· Handles employee database
· Plan, direct, supervise and coordinate work activities of subordinates and staff relating to employment, compensation, labor relations and employee relations.
· Attendance management
· Administers disciplinary procedures
· Conducts and facilitates new employees orientation programs
· Performs exit interviews
· Works with the Operations Manager for performance appraisals and performance management
· Provide general support to the whole team
HUMAN RESOURCES SPECIALIST – RECRUITMENT | 26 September 2011 to February 2013
Total Information Management Corp. (IT Company) | Makati City, Philippines
· Internal Sourcing and External Sourcing  through different Job Portals and Search Engines
· Ensures that the duly Manpower Requisition Form (MRF) is approved prior to placement of the newly hired employee
· Endorses and schedules applicants for further interview to the HR Manager, Department Heads and Presidents
· Responsible for Career Fairs (logistics and actual attendance)
· Conducts preliminary interviews for Rank and File to Supervisor and Managerial positions and makes assessment and recommendation for endorsement to HR Manager and Requisitioning Head
· Conducts Job Offers for Contractual and Probationary positions as advised by the HR Manager
· Conducts background checking for all staff and officer candidates prior to endorsement for Job Offer.
· Gives and explains the pre-employment requirements to all hired candidates
· Prepares appointment papers and releases New Hires memo via email
· Enrolls New Hires for Biometrics, and Business Mail
· Does New Employee Orientation Program and prepares and releases ID’s
· Reviews Contract Agreement of head-hunters/job portals before endorsing to HR Manager
· Maintains weekly Recruitment Status Update of all served and pending personnel requirements
HUMAN RESOURCE ASSISTANT – GENERALIST | January 2011 to July 2011
Bugong Foods Corp. (Food and Beverage) | Los Baños, Laguna
· Recruits and refers qualified and competent candidates to the requestor
· Sources out applicants from published ads, circulated vacancy notices, and job fairs to ensure wide selection and strong candidates
· Screens applicants by conducting person-job matching, test administration, scoring and evaluation to refer and forward short-listed candidates on the basis of ranking
· Recommends and schedules short-listed candidates for an in-depth interview with the requestor by providing complete Candidate’s Evaluation Report and Interview Appraisal Report Form
· Conducts reference checks of candidate recommended for hiring
· Schedules candidate for salary offer to be conducted by HRAD Manager(for supervisory and rank and file positions only)
· Verifies pre-employment requirements of applicants
· Monitors all matters related to employment status of all employees (appointment, promotion, lateral transfer, end of contract, resignation, and termination) and submit monthly status report to HRAD Manager.
· Conducts orientation on company policies and benefits to newly hired contractual/probationary employees
· Prepares and monitors all types of appointment letters accurately on time
· Conducts exit interview to resigning employee, and submit report to HRAD Manager for the conduct of employee’s turnover rate analysis
· Assists the HRAD Manager in conducting job evaluation by scheduling job interview, preparing job descriptions, collating and computing job evaluation results.
· Assist the HRAD Mgr. in the implementation of the training programs by providing logistics support in terms of preparation and designs of training materials, post evaluation, and preparation of venue ,foods and participants invitation.
· Arranges company outings
· Issues disciplinary actions based on Code of Conduct of the company
· Assist in employee relations
· Coordinates with different Government Agencies and Private Sector on HR related matters.
· Provides general support for the HR and Admin Department
HUMAN RESOURCE ASSISTANT – GENERALIST | August 2010 to December 2010
Accent Micro Technologies, Inc. (IT Company) | Ortigas Center, Pasig City
· Interviews student trainees
· Gives application for employment to applicants
· Assists in giving exams like Sacks Completion Test and IQ Tests
· Provides assistance to the walk-in recruiting process
· Prepares contracts of new hires and contract renewals of old employees
· Prepares Personnel Action Notice (PAN) of new hires
· Gives exit interviews to resignees 
· Checks applicants pre-employment requirements
· Archives 201 files and organizes and maintains confidential files
· Ensures accuracy in updating the recruitment database on a real-time basis
· Prepares monthly reports regarding new hires, total headcount of the company and resignees
· Updates government reports
· Provides general support for the HR department

TRAININGS AND SEMINARS
Towers Watson Briefing Session – 2014 Construction and Engineering Industry
Cape East Philippines, Inc.





March 16, 2015
Core Values – Commitment to Deliver
Cape East Philippines, Inc.





November 11, 2014
Core Values – Integrity
Cape East Philippines, Inc.





July 18, 2014



The Solid Engine: Making the Zenutna Mechanism Solid through Continuous Improvement Mindset
Total Information Management Corp.



November 22-23, 2012
From Basic Service to Memorable Experience: The Power of Customer Experience
Total Information Management Corp.



October 11-12, 2012
Clear as Ice: Making You an Effective and Memorable Presenter
Total Information Management Corp.



September 13-14, 2012

EDUCATION
June 2006 – April 2010
: Laguna College of Business and Arts - J. P. Burgos St., Calamba City




Bachelor of Arts major in Psychology




- CUM LAUDE NOMINEE (GWA : 1.48)
· Consistent Academic Scholar (2006- 2010)
· Consistent Dean’s Lister (2006-2010)
· Top One, College Scholar (July 31, 2009)
· Leadership Scholar (February 2008- March 2009)






