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WORK EXPERIENCE
PROFESSIONAL BACKGROUND AND ACCOMPLISHMENTS

Administration 

· Ensure that the company has an updated business permits and licenses.

· Managed administrative, secretarial functions and design filing system ensure that these systems and records are up-to-date.

· Maintain office records, office supplies, tracking of office, computer equipment’s handles requisition and purchases.

· Effectively managed personnel records and associated human resource and administrative files.

· Processing and collating new hires requirements for employment. Ensure that employee has the required documents and information.

· Perform staffing duties, refereeing disputes, firing employees and administering disciplinary and escalation procedures.

· Design and implement office policies, and oversee company’s and employee’s needs.

Human Resources

· Involve in recruitment process such as sourcing, interviewing and short listing and hiring of applicants. 

· Advertisement, posting of job requirement through on-line recruitment website.

· Design and implement the use of HR related forms.

· Prepare employees contract and monitor employees for regularization, performance review.

· Handles labor activities and represent organization at personnel-related hearings and investigation.

· Handle grievances, compensation and benefits of employees.

· Conduct training and orientation about HR Policies, Company’s code of Conduct, Basic house rules, job duties, working conditions, wages, and opportunities for promotion.

· Administer records, contract, and compile statistical reports concerning personnel-related data such as new hires, regularization, performance appraisals, and absenteeism rates.

· Do orientation to foster positive attitude toward organizational objectives.

· Conduct exit interview to identify reason for employee termination, reasons for leaving.

· Vast knowledge in all facet of HR.

Customer Services & Sales Oriented 

· Deal directly with customer either telephone or face to face.

· Obtain and evaluate relevant information to handle product and service inquiries. 


Specialized Metal Design
Al Quoz, Dubai
HR/ Admin. Assistant

February 2015- Present

· Direct Reporting to General Manager/HR Manager.

· Providing administrative support to production department and project team.

· Preparing daily attendance report to General Manager/HR Manager and maintaining soft/hard copy for reference.

· Update personnel records such as input of all necessary details and personal information.

· Maintained Company documents, reports and filings, including maintenance of adequate back up files.

· Responsible for ticket booking for personnel for annually / emergency leave.

· Drafting and transcribing correspondent, internal / company memorandum and ensuring proper relay of information to all concerned individuals

· Responsible for recruiting / short listing candidates as required.

· Preparing hiring documents from placing e-advertisements, work descriptions, interview paper to scheduling candidate with the managers.

· Participate in small decision makings and analytical functions in administration.
· Trained to handle calls with clients in giving necessary information regarding the business nature of the Company and of the projects /works the company is capable of handling.

· Making Contracts, offer letters and other related documents for new hires

· Responsible in making Company Memorandums, termination/ warning letters, increment letters and other employee related letter

· Document controller

· Monitoring daily inquiries from clients thru emails and phone calls
· Prepare & coordinate documents for employee hiring & employment termination, eg. agreements, visa requests, gate passes, office access cards, sponsorship cancellation and repatriation, etc.
· Act as custodian of office supplies and facilitate the fulfillment of office supplies requisitions and purchases (except transportation related). Maintain a professional working relationship with suppliers.
· Check monthly documents which will expire and prepare renewal documents, working permits, Passes access both landside and airside for Dubai airports
· Ensure confidentiality at all times.
Fortmed Medical Clinics 

Makati City

Position: HR Officer

April 2014- December 2014

· Monitoring and generating of reports on personnel movements and corresponding documentation of regularization, resignation, transfer, and other documents.

· Prepares monthly report of all updates for Data Management purposes and Payroll Section.

· Prepares and monitors documents of outgoing employees

· Understanding and following payroll procedures and payroll related forms.

· Maintaining and updating employee records on the payroll system.

· Assisting with communication and processing of workers compensation claims.

· Have checks signed off and approved by manager.

· Factor in vacation or sick pay when computing earnings.

· Compile employee time, production, and payroll data from time sheets and other records.

· Calculate and include deductions, such as Government Contributions and taxes

Best Allied Services Integrated Company Inc.


Filinvest, Alabang, Muntinlupa City                                             

Position: HR Assistant/Document Controller

March  2013- March 2014                                                   

· Safekeeping of 201 Files of more than 2,000 employees

· Responsible in encoding of new employee’s profile/ information in the system

· Conduct initial interviews and sourcing

· Conduct orientation for newly hired casuals

· Facilitating applicants while taking exam

· Assisting in processing of government benefits
PERSONAL DATA

Birth Date
: October 10,1992

Birthplace
: Tanyag, Taguig Metro Manila

Age

: 23
Civil Status
: Single

Nationality
: Filipino

Height

: 5’1

Weight

:44kg

EDUCATION

              La Consolacion College- Bińan

                Sto. Tomas,Binan,Laguna
(2009-2013)
   Bachelor of Arts in Psychology

Binan Secondary School of Applied Academics
  Sto. Tomas,Binan,Laguna
(2005-2009)

Sto. Tomas Elementary School


  Sto. Tomas,Binan,Laguna
(1999-2005)

AWARDS RECEIVED


LCC 100% Scholar


La Consolacion College- Binan

2009-2013


E-SkolaR ni ER         


Laguna Governor’s Scholarship 

2009-2013

Dean’s Lister



La Consolacion College- Binan

2009-2010


Dean’s Lister



La Consolacion College- Binan

2011-2012


Academic Excellence Awardee

La Consolacion College- Binan

2012-2013

CHARACTER REFERENCE

Available upon request

