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Position Applied for:  
· RECRUITMENT  MANAGER
· OVERSEAS MARKETING  MANAGER 

· OPERATION MANAGER

· HUMAN RESOURCE MANAGER 

· EMPLOYEE RELATION MANAGER 

EDUCATIONAL BACKGROUND
 

Far Eastern University 

Morayta  Manila, Philippines

1992-1996
BACHELOR OF SCIENCE Major in  INDUSTRIAL PSYCHOLOGY
 
Allied Caring Touch Training Center

C.I Plaza Bldg. Zabarte Road, corner Quirino Highway Novaliches, Quezon City

June 2005-January 2006

CERTIFIED CAREGIVER
 
Allied Caring Touch Training Center

C.I Plaza Bldg. Zabarte Road, corner Quirino Highway Novaliches, Quezon City

August 2005-October 2006

NIHONGGO
 

Nova Computer Institute

Roosevelt Ave, Muñoz, Edsa  Quezon City Philippines

January-March 1997

BASIC WINDOWS APPLICATION
 

Aurollo Evening Vocational School

Taft Ave, corner UN Ave. Manila Philippines

BASIC TYPING
EMPLOYMENT  EXPERIENCES

ALKHEBRA FOR MANPOWER COMPANY

(International Recruitment Company in Doha, Qatar)

April 25, 2013- March  22, 2016  
OPERATION/RECRUITMENT MANAGER 

Duties and Responsibilities: 

· Directly report to the General Manager 

· Responsible in over all operation of  the Company, from recruitment  to placement of workers, billings and contract between clients, Alkhebra and its tied up agencies
· Manpower supplier of  workers   and housemaids  from Philippines, Nepal, India, Sri lanka, Bangladesh, Kenya, Ethiopia, Cameroon,  Vietnam and  Indonesia  and Thailand to partner companies of Alkhebra for Manpower and client companies in Qatar
· Manage the Alkhebra for Manpower Company   recruitment  including the development and operation of appropriate recruitment/selection methodologies to ensure that the organization is able to deploy resources in the most effective and efficient manner

· Targeting , coordinating, doing agreement , negotiation of service fee  to  all  clients and agencies  from different countries
· Responsible in  Job order application, documentation , compliance  of mandated documents  in different Embassies 

· Coordination and  Monitors  recruitment  daily status  and  prepares weekly recruitment  report to the General Manager

· Telemarketing  to get clients  and attends  business meetings to all clients for Alkhebra for Manpower Company

· Close coordination with  existing client companies  and tied up agencies  regarding the demand manpower needed  in order to deploy  the workers and service the clients.
· Attends to other matter deemed  necessary  regarding manpower recruitment like  legal complaints, embassy matter  and  conflict  of visa approval from Labor Department

EASTWEST PLACEMENT CENTER INC.

(International recruitment Agency in Manila, Philippines)

January 28, 2013 up to April 21, 2013  
RECRUITMENT SUPERVISOR-OPERATIONS

Duties and Responsibilities:

· User of Interactive Recruitment Informative System in  doing processing of worker from recruitment, processing, coordination to applicants, documents and compliance monitoring, employment offer/salary discussion, medical   up to deployment. 
· Coordinates to clients/employer  from Saudi Arabia from time to time
· Process Overseas Filipino Worker (OFW)  such as  construction workers and engineers for abroad

· Prepares weekly report regarding application status of the workers to employers
FIRST  ASIAN CAREER SOLUTIONS INC. (FACSI)

(International Recruitment Agency)

17 Annapolis Street, Rm 801 & 802 Richbelt Tower Greenhills San Juan Metro Manila

April 20, 2010 –September   10, 2012- (2 years)
OPERATION/RECRUITMENT MANAGER

Duties and Responsibilities:

· Directly report to the President/CEO of the Company

· Responsible to over-all operations of FACSI, from training center, recruitment to deployment of applicants including initial and final orientation before departure of applicants.

· Handles marketing task  to all clients, principal sponsor , proposal, memorandum of agreement, billings and other concerns from time to time

· Coordinates with different provincial Licensed Recruitment Managers and Agents regarding their production report in sending applicants to Manila office, individual commission and other Domestic Helper applicants matters

· Final approval of all cash advances of Domestic Helpers from different  licensed Recruitment Officers/Managers and Cash advances of  Licensed Recruitment Managers  and agents 

· Petty cash disbursement  and approval of all cash request of office

· Attends to legal complaints in National Labor Regulatory Commission (NLRC),Overseas Workers Welfare Administration ( OWWA) and Philippine Overseas Employment Administration (POEA) regarding legal complaints in mediation and adjudication process between Domestic Helpers and principals in Malaysia, Sultanate of Oman  and Kuwait

· Timekeeping and preparation of payroll for all trainees and employees of FACSI 

· Doing Provincial/Special Recruitment Activities (SRA) in different provinces all over the Philippines.
AL-SHEKAILI MODERN PROJECTS INC.

(International Recruitment Agency)

September 30, 2011 – April  15, 2012

OPERATION MANAGER
Duties and Responsibilities:

· Direct report to President/Owner of the Company

· Counselor to all new , direct, run-away Filipina, Indonesian, Indian, Sri-lanka, Ethiopian maids and  other problem with employers to avoid repatriation 

· Handles distribution of details or application of all Housemaids from Philippines  for marketing and selection of sponsor

·  Monitoring of documentation processing of each visa application  and job order to be submitted to Philippine Embassy and Philippine and Overseas labor Office (POLO) in Oman
· Responsible for processing of No Objection certificate and verification/stamping of documents in Philippine Embassy

· Preparation of Documents for visa processing in Ministry of Labor (Immigration office)

· Doing marketing clients for virgin job order from Manila agency to  Oman agency

NEW  YORK MEDICAL-DENTAL DIAGNOSTIC LABORATORY CORP.

February 01, 2007-June 23, 2010
HUMAN RESOURCE & MARKETING OFFICER
Duties and Responsibilities:

· Directly report to the Administrator and Medical Director 

· Responsible in Recruitment: Posting of job vacancy defending on personnel requisition form (came from the administrator). 

· Administration of Psychological/Intelligence Test for qualified applicants Handles over-all recruitment, psychometrician ( administers Psychological test and Intelligence test )- from sourcing, interviewing, testing and placement
· Conduct initial Interview to the qualified applicants for second interview or final interview with the administrator. 

· Preparation of 201 file of newly-hired employee, contract of employment , orientation of company policy and termination of employment. 

· Timekeeping, record management, job description, performance appraisal and exit interview. 

· Doing inter-office memorandum, tardiness and termination. 

· Responsible in Employee Relation, disseminate inter-office memorandum, written warning, suspension and termination.

· Handles marketing task, targeting clients and telemarketing, client feedback, Memorandum of agreement between the client and the clinic.

· Final proofread and approval of Medical results of each Overseas Filipino Workers (OFW).

· Doing mobile and onsite work for the client company of the Laboratory 

PESO EMPLOYMENT SERVICES

(Local recruitment Agency))

(JDH Philippines Inc.)

Libis, Pasig City

RECRUITMENT ASSISTANT

RECRUITMENT & EMPLOYEE RELATION
January 2, 2001 to July 15, 2001 -(Finished Contract)
PESO EMPLOYMENT SERVICES

(LOCAL RECRUITMENT AGENCY)

RM. 205 CRM III Bldg. central District Quezon City

RECRUITMENT COORDINATOR  

RECRUITMENT & EMPLOYEE RELATION

August 8, 2001 to January  21, 2002 

Duties and Responsibilities:

· Overall recruitment for warehousemen, forklift operators, office staff e.g

· Coordinator, supervisor, trainer of all casual employees of PESO to client company. 

· Implements Company Rules and Regulation, Company Policy, employee relations, tardiness and doing inter-office memorandum. 

· Responsible in recruitments, sourcing, interviewing, testing and placement. 

· Prepares Contract  of employment, memos, announcement, offenses and termination. 

· Update 201 file, records maintenance, timekeeping etc. 
 

FORMTECH INC.

28 J Mariano Street, Caloocan City

MAY 10, 1999-October 1999

PERSONNEL ASSISTANT-(Finished Contract)
(RECRUITMENT& EMPLOYEE RELATION)

 
MB VILLAR GROUP OF COMPANIES  (Palmera Homes, Inc)
827 Aurora Boulevard Cubao Quezon City

March 11, 1998-August 23, 1998 

RECRUITMENT ASSISTANT-(Finished Contract)

SM. LAZO MEDICAL CENTER INC

1755 Taft Avenue Manila- On the Job Training
1997

PSYCHOMETRICIAN

 

 
SEMINAR/TRAINING ACTIVITIES RENDERED

ACCREDITATION  AND REGISTRATION PROCESS OF JOB ORDER

Philippine Embassy in Sultanate of Oman

February 21, 2012

WORLD CLASS BUSINESS WRITING 

WORLF CLASS ENGLISH PROFICIENCY

Heritage  Hotel

October 18, 2010

QUALITY STANDARD  SYSTEM FOR PHILIPPINE COUNCIL ON ACCREDITATION FOR HEALTHCARE ORGANIZATION (PCAHO)
New York, Cubao Quezon City
May 12, 13 & 15, 2007

NATIONAL REDCROSS TRAINING PROGRAM

Asia Pacific Disaster Management Council

University of the Philippines, Diliman Quezon City

December 2005

· Passed-STANDARD FIRST AID 

· Passed-BASIC LIFE SUPPORT-CARDIOPULMONARY RESUSCITATION (CPR)- 

· Passed-PROFICIENCY CERTIFICATE HEALTHCARE PROVIDER

 

NODADO GENERAL HOSPITAL

Zabarte  Road, Novaliches Caloocan City

December-January 2006

CAREGIVER
Assigned Department :  Pedia Ward,Emergency and  Medical Ward.

CARITAS (Center for Disable Children-cases of Autistic child, Cerebral Palsy & Mentally Retarded Children),Manila Philippines

 

GOLDEN ACRES,(Home for the Aged),Misamis Street, Edsa Quezon City

 

MEDICAL MISSION(Vital Signing), Phase 3, Package 2, Bagong Silang Caloocan City.
PERSONAL INFORMATION
 
Birthdate         :   December 16, 1974

Nationality       :   Filipino

Religion           :   Catholic

