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Objective 
Seeking a position in the Human Resources field where I can utilize proven-oriented skills to develop and promote a positive work environment.


Career Summary
· Detail-oriented Human Resource Specialist with 5 years in compensation and benefits. Advocates positive relationship between employees and employer. 
· Exceptionally creative, dynamic, and proactive Compensation & Benefits Specialist with great experience processing all paperwork related to new hires, employee salary changes and monitoring for compliance to organization policy; administering health, life, retirement and government mandated benefit programs; and administering the organization's performance appraisal program.
Highlights
· New hire orientation facilitator






· Benefits administration practices and procedure

· Organized

· Detail-oriented

· Excellent at multi-tasking

· Knowledgeable in SAP-HCM

· Ability to work well under pressure

· Quick learner
· Proficient with MS Office: Excel, Word, Outlook, & Power Point.
Accomplishments
· Won the AGM(Ang Galing Mo) Award in 2014

· Promoted to HR Officer after 4 years of employment from HR Assistant and HR Specialist
Work Experience
06/2014 – 05/2015
Quezon City, NCR




HR Officer
· Leads the entire timekeeping group composed of 6 Timekeepers handling the attendance of Total RSC with a headcount of more than 2, 000 employees.

· Manages the benefits requirement of Total RSC and plans to look for ways to streamline processes.

· Recommends improvements in compensation and benefits by benchmarking with competitors.
· Ensure that talents are not underpaid and overpaid

· Recognize and reward skilled and hard-working employees

· Work closely with managers and supervisors to solve departmental issues.
· Administered aspects of annual performance review/merit increase and bonus cycles.

11/2012 – 06/2014 
Robinsons Supermarket Corporation; Quezon City, NCR




HR Specialist
· Handles the timekeeping requirements of head office based personnel with a headcount of 500 employees.

· Assists accounts handled in their benefit needs like Healthcare, Medicine Allowance, holiday GC’s.

· Acted as the liaison to government agencies like SSS and pag-IBIG.
· Managed paper and electronic personnel records.

· Maintained information files of employees both digitally and physically.

· Maintained confidentiality of HR data.

10/2009 – 11/2012 
Robinsons Supermarket Corporation; Quezon City, NCR
HR Assistant
· Administered aspects of all company and government mandated benefits.
· Acted as the liaison to government agencies like SSS and pag-IBIG.
· Perform complex clerical duties involved in the preparation and processing of employee payrolls to ensure accuracy of monthly salary payments through PWARE system.

· Enroll and terminate employees with qualifying benefits. This includes health and life insurance.

· Reconciliation and processing of employee benefits such as Sickness and Maternity.

· Collect, review and distribute employee health cards and other benefit-related documents to employees.

· Coordinate corrective action on incomplete or incorrect time sheets with department supervisors and Human Resources.

· Assist with Exit Process for terminating employees

· Organize and maintain Time and Attendance databases.
02/2009 – 07/2009 
Isetann Department Store Inc; Manila, NCR
Timekeeper
· Compiles employees' time and production records. Reviews timesheets, and timecards for completeness.

· Computes total time worked by employees, posts time worked to master timesheet, and routes timesheet to payroll department.
· Assist with Exit Process for terminating employees.
Education





Bachelor’s Degree in Tourism




PATTS College of Aeronautics, NCR Philippines (2007)

Affiliations
· Convention Vice-Chairman (2006 – 2007)

· Assistant Secretary (2006 – 2007)
Languages
· Fluent reading/writingTagalog

· Average reading/writing English

Personal Information
· Place of birth: Albay, Philippines

· Date of birth: 14th of June, 1987

· Permanent Residence: Polangui, Albay, Philippines

· Sex: Female

· Status: Married with 1 child (age 3)

· Hobbies: Badminton and baking

�





KARISSA / CV NO: 1676718


� HYPERLINK "http://www.gulfjobseeker.com/feedback/submit_fb_em.php" ��Click to send CV No & get contact details of candidate�


 �








