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WORK EXPERIENCES
· Al Nahda National Schools

  U.A.E.

(February 23, 2015 – Nov. 4, 2015)
      Position: HR Assistant

      Duties:
· Assists in recruitment, hiring process

· Prepare and extend offer letters

· Identify employee relations issues and areas for improvement to promote a positive employee relations environment

· Documentation of employee files with strict confidentiality
· Ad hoc works as daily routine
· Al Wadi Al Ahdar Labour Supply

 , U.A.E.

(February 06, 2013 – February 5, 2015)
      Position: Secretary

      Duties:
· Preparations of documents for recruitment, visa application and labor application

· Receiving incoming/outgoing calls of the office
· Dealing with the clients/sponsors

· Prepares business correspondence, letters/memos

· External communication to the Philippine Embassy
· Assist in the implementation of disciplinary measures
· Directly reporting to the General Manager on the overall issues, attendance and performance on a weekly basis
· Ad hoc works as daily routine
· Royale Business Club International, Inc.



 Quezon City



(January 26, 2012 – April 15, 2012)

      Position:
HR Specialist-Employee Relations

 Duties:

· Responsible for creating a fair, respectful, diverse and high performance culture enabling employees to contribute their best.

· Develop, deliver and maintain a business focused employee relations strategy that meets the needs of the Company and ensure the achievement of its objectives and work plan.

· Responsible for the employee relations concerns of all employees and ensure fair and sound resolution of every case/concern. Provide advice on complex ER issues.

· Work closely with the HR Head and the Department Heads in as far as the performance management, grievance procedures, working conditions and equal opportunities of their staff are concerned.
· Monitor employee discipline and recommends employee engagement activities that will enhance positive and harmonious working relationships among them.

· Assist in the implementation of training programs/activities.
· Responsible for the Performance Management Evaluation and Employee Awards/Recognition Processes.
· Reviews existing policies from time to time and effects revision/s when necessary. 
· Developing programs to support employee relations

· US Autoparts Network (Phils.) Inc.

Mandaluyong City
(February 24, 2009 – August 03, 2011)

      Position: Employee Relations Officer

      Duties:

· Responsible for leading the Human Resource function in Call Center, including managing employee relations, responding to daily compensation and benefits questions, policy interpretation and implementation.
· Reviews existing policies from time to time and effects revision/s when necessary. 
· Create tactical plans, initiate the implementation of plans and policies, monitor and interpret results. 

· Serves as an advocate for the employee, management, and the company by meeting with employees to address concerns, explain corporate policies and procedures, and mediate differences between employees and officers. 
· Prepares correspondence and/or memorandum on special holidays and other news/information.

· Ensures legal compliance with various governmental laws and regulations covering the areas of human resource practices (consults with Sr. HR Manager and Country Manager). 

· Maintains a current knowledge of new laws and regulations in the human resources management area. 

Employee Relations:
· Investigate and see all employee relations issues through to resolution. 

· Provide appropriate communications within the organization and promote employee understanding of programs, policies, and objectives along with developing positive employee morale. 

· Proven track record of advising all levels of management and employees as they relate to employee relations and disciplinary issues. 
· Create and maintain good relation with employers and staff

· Prepare and generates employee handbook
Recruitment:
· Screen, Extend offers to new hires
· Handles new hire orientations
Organizational Development:
· Act as an appropriate change agent on an ongoing basis. 

· Direct functions designed to maintain employee morale and productivity at a high level, (i.e., counseling, employees requesting advice relative to a company situation, conflict resolution, employee discipline). 

· Assist in the development and implementation of company policies and procedures in conjunction with management to assure consistent and fair employee relations.
· Skilled in the development and implementation of successful employee programs which drives employee satisfaction.
Supervision:
· Promote direct communication and positive rapport among employees and supervisors. 

· Coach supervisory and management team members on all HR-related matters. 

· Monitor the utilization of our performance management program and use of corrective actions to address job performance and other behavioral issues. 

· Maintain a positive employee relations environment by assisting the local management team in keeping open the lines of communication. 

· Skilled in providing consultative support and service to business units on employee management.
· Paragon International Customer Care Ltd.

 , Makati City
                       (May 6, 2008 – February 2, 2009)

       Position: Employee Relations Specialist
       Duties:

· Responsible for organizational assessment and upgrading the talent through strategic staffing and developing pipeline talent. 
· Source training and / or events of the company

· Prepares memo for termination, probationary status of employment and other related discipline matters

· Ensures proper labor relations and conditions of employment are maintained

· Establishes and maintains good relationships between management and employees by ensuring the uniform application of HR policies and procedures.
· Conducts an organization audit to identify employee relations issues and tasks appropriate actions to address and resolve those issues.

· Assists in the resolution of specific disciplinary or grievance cases, including acting as an arbiter between the employees and line managers and ensures that grievance handling and disciplinary proceedings are carried out in line with company policy.
· Anticipates human resource issues and problems, and prepare alternatives and contingency plans. 
· Accountable for delivery of all HR services including employee relations, communications, site leadership on benefit/compensation programs, learning, staffing, and organizational and people development programs. 
· Sourcing candidates, managing the interview process, reference and background checks, and handling new hire orientations.
· MTNC Cargo Sea Air Express

  Rizal

                    (November 7, 2006 – October 15, 2007)

Position: HR Officer/Paralegal
Duties:

· Selects and assigns staff, ensuring equal employment opportunity in hiring and promotion.

· Coordinates activities by scheduling work assignments, setting priorities, and directing the work of subordinate employees.

· Makes recommendations for improvement.

· Ensures proper labor relations and conditions of employment are maintained.
· Prepares pleading

· Appears during trial hearing

· Acts as representative of the company in the absence of Country Manager

· Drive and deploy procedures and policies in all areas involving HR systems. 

· Able to demonstrate the ability to lead directly and/or influence a group of individuals to reach identified specific business objectives both within HR and the business units. 
· Able to demonstrate the ability to develop and manage internal HR reporting, have a comprehensive understanding of the financial plan and the impact that HR has to the bottom line. Comprehensive understanding of HR analysis.
TRAINING/SEMINARS
· Work Attitudes and Values Enrichment

          

June 24, 2007


           Pasig City
· Fight Corruption and Assist Whistleblowers



June 17, 2008


          Manila

· ESL (Written and Communication)



October 17-21, 2008



Makati City
· 2010 National Industrial Relations Summit

August 20, 2010

 Global City

· Advanced People Handling Skills

March 31, 2011

Mandaluyong City

PERSONAL BACKGROUND

Birthday


:
June 06, 1978

Weight



:
110lbs.

Height



:
5’2”

Nationality


:
Filipino
Religion


:
Islam
Civil Status


:
Single

EDUCATIONAL BACKGOUND


ELEMENTARY

:
Broce Central School




                                                 






March 1992


HIGH SCHOOL
:
Notre Dame of Cotabato for Girls




                               March 1996


COLLEGE

:
University of the Visayas






Bachelor of Arts Major in 






Political Science






March 1999

POSTGRADUATE
:         Philippine Law School






Bachelor of Laws 






March 2007
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