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Career Objectives: 

To be in a challenging position in a progressive company where I can use my knowledge and skills and at the same time to gain experience for growth and self-development.

Work Experiences: 
Legal Associate – Corporate Affairs/Corporate Legal 
Honda Philippines, Inc. 
Jul 2010 – January 2016 (5 years & 6 months)


Industry: Manufacturing/Production

Specialization Clerical/Administrative Support/Secretarial
Legal Associate/Executive Staff
· Types inter-office memos and letters.

· Handles incoming memo, letters, and correspondence. 

· Handles documents for signature/approval of the Legal head and distributes the same to concerned departments. 

· Receives local and international mail matters.

· Send and sort fax messages. 

· Files incoming and outgoing documents and reports.
· Budget controlling
· Prepares request for payments, cash advances/liquidation and PRS. 

· Coordinates appointments, meetings and travel itineraries. 
· Monitor and update requests, case files, notarial & received billings from Law Firms.
· Monitors scheduled meeting with visitor. 

· Safe keeps confidential documents. 

· Personally route confidential documents. 

· Performs such other related tasks as may be assigned, from time to time by the Asst. Vice-President– Corporate Legal.
Document Controller
· Administration of Sections’ Management System Standard Documents & Records in compliance with HPI Standard Procedure/s and ISO 9001, ISO 14001, and OHSAS 18001 Standards.

· Ensure that the Section has established the necessary Standard Documents (e.g. Procedure, Work Instruction, Guidelines, etc.) for the effective planning, operation and control of processes.

· Ensure that the Standard Documents are reviewed, revised & updated as necessary to ensure its continuing suitability and adequacy.

· Ensure that the Standard Documents of its own Section and those received from other Sections are properly communicated.

· Reports to Central Document Controller for any issues & concerns related to the document and records management system.

· Participates in periodic DC Group Meetings and related-activities and programs.
Corporate Social Responsibility Staff
· Preparation of Pre-activity reports for approval.
· Coordination with concerned persons/volunteers.

· Assists during the activity.

· Preparation of Post-Activity reports and/or other documents needed after the activity.
Sourcing Staff (Human Resources)
Mirof Resources, Inc 

June 2010 - Jul 2010 (1 month) 

Industry: Human Resources Management / Consulting

Specialization: Human Resources

Recruitment/Staffing

· Responsible for entire full-cycle recruitment process 

· Source, screen applicants, coordinate and conduct interviews, advise on selection and offers, extend and negotiate offers, and perform all administrative components involved in the hiring process

· Develop and maintain strong working relationships with hiring managers report on updated approved positions for hire 

· Manage the new position justification approval process 

· Maintain accurate and well-ordered documentation on all candidates, searches, and other recruitment reports

· Work with hiring managers to create and maintain formal job descriptions (for current employees and for recruitment purposes)
HR Assistant (Human Resources)

Avon Products Manufacturing, Inc. 
Apr 2009 - June 2010 (1 year 2 months)


Industry: Manufacturing / Production

Specialization: Human Resources

Compensation & Benefits/Recruitment
· Encoding claims, medical subsidy and other benefits of associates

· Assists in processing of claims of associates in their Insurance, Philhealth and SSS 

· Double checking of their benefits 

· Screening candidates and matching them to suitable job roles

· Sourcing job applicants from the database and exploring employment opportunities

· Contacting candidates to arrange interviews via telephone and email

· Establishing contacts to help build the client database

· Negotiate salary and benefit issues with job candidates

· Respond to general consultancy enquiries

· Arranging telephone and face-to-face interviews

· General data admin and paperworks
Sales Coordinator
Avon 
Dec 2008 – Apr 2009 (4 months)
Industry: Retail
· Contribute to customer satisfaction by ensuring the accuracy and timely processing of orders.
· Handle orders by telephone, email or mail and check that they include correct prices, discounts and product numbers, contacting customers to resolve any queries. 
· Help sales representatives improve their productivity and spend more time selling.
· Input orders to the company’s computer system and ensure that orders are processed in line with customers’ delivery requirements. 
· Maintain sales records as a basis for reports to the senior management team. 
· Prepare reports on sales by individual representatives, sales by product line and sales to individual customers. 
HR Staff
Service Resources, Inc.  (Human Resources)
Apr 2008 - Nov 2008 (7 months)

Industry Human Resources Management / Consulting

Specialization: Human Resources

Recruitment/Staffing
·  Responsible for entire full-cycle recruitment process 

• 
Source, screen applicants, coordinate and conduct interviews, advise on selection and offers,     extend and negotiate offers, and perform all administrative components involved in the hiring process 

• 
Develop and maintain strong working relationships with hiring managers report on updated approved positions for hire

·  Manage the new position justification approval process

·  Maintain accurate and well-ordered documentation on all candidates, searches, and other recruitment reports 

·  Work with hiring managers to create and maintain formal job descriptions (for current employees and for recruitment purposes)
· Arranging telephone and face-to-face interviews

· General data admin and paperwork

· Respond to general consultancy enquiries
Education:

Laguna College of Business and Arts
Bachelor of Arts major in Psychology | Philippines 
Graduation Date: 2008


About Me
Gender 


:
Female
Civil Status

:
Married
Age


:
28 

Nationality

:
Filipino
Visa Status

:
Tourist Visa

Character References: Available Upon Request
I hereby certify that the above information is true and correct to the best of my knowledge.


MARINELA 








