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VILLOMO

Preferred Position:  Admin/HR Assistant/Coordinator
	With more than 10 years’ experience as Administrative & Office Service Professional well respected for ability to take initiative, multi-task and manage projects. Excellent organizational, communication and customer service skills. Attentive to detail, able effectively, quickly and prioritize to meet deadlines and an independent thinker. PC proficient with Microsoft Office Suite and other specialized software products.


	SKILLS SUMMARY 
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· Customer service

· Oral and written Communication 

· Clerical and technical Skills

· Computer Literate: Internet Operation, MS Word, MS Excel, MS PowerPoint, 
                                   MS Publisher, MS Movie-maker & MS Outlook
· Fast learner and can handle pressure

· Willing to learn new things



	WORK HISTORY / CAREER HIGHLIGHTS

· Administrative Supervisor  cum Secretary - May 24, 2015 to May 26, 2016 (1 year)
Performs the following multi-tasking functions:
· Preparing time-off (sick leave, annual leave & lateness) summary of staff.
· Preparing a petty cash schedule of projects and general operations expenses.
· Handling inventory and issuance of stationeries, pantry and general supplies. 

· Monitor staff’ attendance in the morning, report to the boss (via email, cc: Admin. Head) staff time in, those who are not yet in the office and those who called for time off. 
· Filling-up time off/leave form for staff who came in late and who were absent on the previous day. Let concerned staff tick applicable time-off (annual, sick, etc.), check, sign and submit to Admin. Head. 
· Check tidiness in all areas of the office in the morning (reception, meeting room, printer area, etc.), opening of barrier for staff, 

· Receiving and docketing staff travel claim, incoming communications, magazines, sample items and others.
· Assist guests/ walk in suppliers.
· Binding, photocopying and scanning of documents (incoming, outgoing communications, architectural drawings, specifications, etc.)

· Act as Secretary to the Principal, organize his schedule
·  Receiving incoming phone calls and placing outgoing calls for the staff.
· Posting of job advertisement in Dubizzle and Gulf News websites.

· Checking, printing, and calling CVs of applicants, ask for usual details needed for review of the boss and encode in the matrix of applicants and arranging interviews for shortlisted applicants.
· Encoding, filing and perform other tasks as may be assigned from time to time.
· Department of Labor and Employment- Regional Office No. 1
San Fernando City, La Union (Philippines)

· Administrative Assistant 1 - January 1, 2005 to April 16, 2015 (10 years 2 mos. 15 days)
· Secretary 1 – March 25, 2004 to December 31, 2004 (9 months)
· Clerk III – April 2, 2003 to March 24, 2004 (11 months)
· Clerk 1 (Casual) - March 1, 2002 to April 1, 2003 (1 year)
· Secretary (Contractual) – October 6, 2000 to February 28, 2002 (1 year 2 months)
Performed multi-tasking functions may it be clerical or technical, to wit:

· Accounting related 

· Preparation of Special Program for the Employment of Student (SPES) Bank Reconciliation Statement with List of Outstanding Checks

· Preparation of Disbursement Vouchers of Job Order Staff (Janitorial, Utility, Skills Registry System, Driver/Messenger, Clerks), trainings fees, employee benefits, etc.

· Preparation of Payroll of Salary & Benefits like Mid-Year & Year-end Bonus, Cellcard Allowances of Officers, Clothing Allowance, etc.
· Human Resource Development 

· Assists in preparing minutes during interview of applicants and other documents (i.e. qualification matrix of applicants) needed relative to recruitment & selection.
· Prepares training/seminar/events logistics such as Certificate of Appreciation (for Resource Speaker/s), Certificate of Attendance (for participants), Program of Activities, Attendance Sheets, name tags/plates & others
· Procurement (as Bids and Awards Committee (BAC) Secretariat/Technical Working Group)

· Preparation of Bid Data Sheet (BDS), Invitation to Bid (ITB), Invitation to Apply for Eligibility & to Bid (IAEB) and Schedule of Requirements

· Posting of bid documents at Philippine Government Electronic Procurement System (PhilGEPS) website

· Prepares minutes of meeting during pre-bid and opening of bids.

· Prepares BAC Resolutions, Notice of Award & Notice to Proceed for winning bidders

· Provides jury duty to BAC assignments over all other duties and responsibilities until the procurement activities are completed.

· Awarded with Certificate of Appreciation by the Head of Procuring Entity for her commitment and dedication in the performance of functions as BAC Secretariat/TWG which led to the effective implementation of DOLE programs and projects for the year 2014. 

· Other administrative duties:

·  Provides administrative support to various office committees like Disposal Committee, Regional Selection Board (RSB), Liquidation Committee, Green Our DOLE Program (GODP), Regional Coordinating Committee- Technical Working Group (RCC-TWG) & Bids and Awards Committee

· Coordination with Regional Coordinating Committee (RCC) Member agencies (OWWA, POEA, NLRC, NCMB, TESDA, RTWPB & PRC relative to event/activity agreements (wellness, sportsfest, DOLE Anniversary celebration, etc.) of RCC-TWG.

·  Prepares IDs & Certificate of Completion of Government Internship Program (GIP) interns and on-the-job trainees.

· Scanning and emailing of documents/communications for DOLE field offices, units, divisions and other agencies.

· Docketing & recording of disbursement and liquidation vouchers and communication to be routed to concerned division/staff.
· Drafting and encoding of communications such as transmittal letters, memoranda, office orders as assigned from time to time

· Issuance of supplies (in the absence of the Supply Officer)

· Preparation of PowerPoint and Audio Visual Presentation (AVP) of Internal Management Services Division (IMSD) accomplishments and reports for Mid-Year & Year-end Performance Assessments



	

	SEMINARS/TRAININGS ATTENDED 

· Training on ISO 9001:2008 QMS Principles, Requirements & Application

· Training on Technical Writing & Gender and Development (GAD)

· Capacity Building for DOLE-RO1 Staff (Batch 2)

· Product Awareness Seminar (ACER Philippines & DBM-PS)

· Livelihood & IT Skills Training

· Training for Improved Effectiveness

· 3rd Luzon Convention of Human Resource Practitioners 

· 2013 Teambuilding Program

· Consultation-Workshop on HRD Policies & Programs for HRMOs, Alternates & Chief Administrative Officers

· Orientation on Kasambahay Law (RA 10361, series of 2013)

· Training on Philippine Government Electronic Procurement System (PhilGEPS)
· Training on Computer Skills Upgrading (Advanced)

· Training on Computer Skills Upgrading (Basic)-Batch 1

· Orientation on RA 9184 (Procurement Act) for Newly Reconstituted DOLE-1 BAC Members

· Seminar on National Inventory of Records and Archives

· 2012 Teambuilding Program

· Basic Customers Service Skills Training (BCSST)-Batch 1
· Orientation on Department Order Nos. 18-A, 118-12 & 112-11

· Briefing on Anti-Red Tape Act (ARTA) and Values Orientation

· Seminar on Stress Management

· Orientation on Green Our DOLE Program (GODP)

· Orientation on Individual Performance Commitment and Review (IPCR) and 

DOLE Code of Conduct 
· First Level Employees Enhanced Training (FLEET)
· Orientation on Strategic Performance Management System (SPMS)

· Orientation/Briefing on Productivity, Single Entry Approach, Career Employment Coaching, Quick Response Team and Basic Rules and Regulations of the Government Procurement Law

· 2-Day Refresher Course on Mechanics and Procedural Flow of DOLE Programs, Serives and Orientation on SPRS Reporting System for DOLE

· Staff Development Seminar/Workshop for Level 1 Employees of DOLE-ROI

· DOLE 2008 Revised SPRS Orientation cum Workshop

· Seminar/Workshop on Administrative and Reporting System 

· Strengthening Effective Communication through Information Technology
· Training on Effective Secretariat Support Service

· Training on Basic Computer Repair, Maintenance and Assembly

· ECLTI-Development Communication Seminar-workshop

· DOLE-RCC Integrated In-House Service Delivery Enhancement Program

· 5S Orientation/Seminar

· ISTIV Appreciation/Integrated Course



	EDUCATIONAL BACKGROUND


· Bachelor of Science in Management

Don Mariano Marcos Memorial State Univ. - Mid La Union Campus (DMMMSU-MLUC)
1996 – 2000 (Graduated)

· Post-Graduate Studies: 

Masters in Dev’t. Admin.- Local Admin. Prog. through Distance Educ. (MDA-LAPDE)
DMMMSU- Open University System
Earned 15 Units


	ELIGIBILITY


· Career Service Sub-Professional
Date & Place of Conferment: April 4, 2000, Civil Service Commission-Region 1 (Phils.)




PERSONAL BACKGROUND


Civil Status

:
Married
Date of Birth

:
August 19, 1979

Place of Birth

:
Aringay, La Union (Philippines)

Height


:
5’3”

Weight

:
66 kilos
Nationality

:
Filipino

Religion

:
Roman Catholic

Language Spoken
:
Filipino, English
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