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CAREER OBJECTIVE 
To work in a challenging environment where my potentials and capabilities will put
 into test and to enhance my previous knowledge and obtain a position that will utilize
 my skills and experiences and which will also provide me with the opportunity for
 growth and advancement. 

WORK EXPERIENCES 
August 15, 2013 – Jun  22, 2015
Loan Officer (Rodriguez Branch)

CCT CREDIT COOPERATIVE

5th floor Joshua Building, Taft Avenue, Ermita Manila

December 20, 2010- August 14, 2013

HR Compensation and Benefits Officer

THE MUSIC ONE

5th floor Quad Alpha Centrum Building, 125 Pioneer Street, Mandaluyong City

February 1, 2005-December 15, 2010

Sales Associate

Duties and Responsibilities as Loan Officer
1. Approve loans within specified limits and refer loan applications outside those limits to management for approval.

2. Meet with applicants to obtain information for loan applications and to answer questions about the process.

3. Analyze applicants financial status, credit and property evaluation to determine feasibility of granting loans.

4. Explain to customers the different types of loans and credit options that are available as well as the terms of those services.

5. Obtain and compile copies of loan applicants credit histories, corporate financial statements and other financial information.

6. Review and update credit and loan files.
7. Responsible for overall operational integrity and operations management of branch.
8. Maintain overall knowledge and mastery of teller operations, complete paying & receiving transactions, such as cashing checks, accepting deposits and payments.
9. Perform various personnel functions, including interviewing and hiring, scheduling, assigning work tasks, and monitoring work of assigned associates.
10. Answer phones and manage lobby traffic.(Customer Service)
11. Lead branch staff in service delivery
12. Schedule and lead additional in-branch training as needed. Ensure associates complete required classes and follow established training plans.
Duties and Responsibilities of HR Compensation and Benefits Officer

1. Conducts orientation sessions to new joiners regarding compensation and benefits of the company.

2. Handles administrative work.

3. Handles procurements per company policies whenever needed

4. Provides payroll information to finance department by collecting and analyzing attendance records.

5. Submits employee data reports whenever needed

6. Administration of Payroll

7. Maintains employee information by entering and updating employment and status change data in 201 files

8. Maintains accurate employees’ files

9. Provides administrative support to employees and departments’ heads with relevance to HR scope of work

10. Maintains employee confidence and protects company’s interest by keeping human resource information confidential.

11. Maintains technical knowledge by attending educational workshops the company is offering.

12. Contributes to team efforts by accomplishing related results as needed

13. Submits HR reports in an efficient and timely manner

14. Arranges for other staff motivational activities and events.

15. Maintains a solid professional relationship with staff and managers

16. Maintains a solid professional with staff and managers.

17. Attends to staff concerns and supports them for finding a solution in coordination with top management.

18. Acts as a liaison between employees, managers and top management and also to the mandated benefits account officers.

19. Handles other tasks related to HR

20. Personnel record keeping and documentation.
21. Maintain overall knowledge and mastery of teller operations, complete paying & receiving transactions, such as cashing checks, accepting deposits and payments.
22. Perform various personnel functions, including interviewing and hiring, scheduling, assigning work tasks, and monitoring work of assigned associates.
23. Answer phones and manage lobby traffic.(Customer Service)
24. Schedule and lead additional all branches training as needed. Ensure associates complete required classes and follow established training plans.
Duties and Responsibilities as Sales Associate: 
1. Maintain excellent communication across the management, sales assistant, and customer. 

2. Attend customer and assisting their needs. 

3. Performing other tasks, which beyond my assigned work to help the company improve to some area of selling. 

4. Decoration display at the assigned area fixing the display in a manner that would call the attention of the customer and making sure that the merchandising material would be effectively. 

5. Taking product inventory and updating price and stocks. 

EDUCATIONAL ATTAINMENT 
ELECTRONICS ENGINEERING TECHNOLOGY
Technological University of the Philippines at Cavite

CQT Avenue, Salawag, Dasmarinas Cavite

March 2009

Achievement: Pencil and Paper Test Civil Service Examination-Sub-professional Passer

PERSONAL BACKGROUND 
Height 


: 5’1” 

Weight 


: 50 kgs. 

Nationality 

: Filipino 

Civil Status 

: Married 

Religion 

: Christian 

Age 


: 34 yrs. old 

Date of Birth 

: May 1, 1982

Visa Status 

: Visit Visa

Visa Status

:Visit Visa
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