[image: image2.jpg]


RICHIE 
CAREER OBJECTIVE:

· To provide a quality service and contribution to the company that will foster my career development under long-term employment.
· To apply all myknowledge and skills in all HR (Recruitment, Compensation and Benefits, Training, Organizational Development and Employee Relation), Admin and Customer Services functions.
HIGHLIGHTS OF WORK EXPERIENCE:
I.  (FM Services)November 2014 - November 2015
Admin Assistant

Al Waab St, Doha Qatar

Duties & Responsibilities:

· Writing, drafting, typing and preparing routine correspondence & memoranda duly instructed 

· Attendance in meetings and publish meeting minutes. 
· Route information and documents to appropriate personnel.

· Maintenance of accurate and efficient filing systems, including computerized databases.

· Documentation, retrieving of files and control of files.

· Assist Admin Head in any task that assigned from time to time.

· Do secretarial jobs.
II. DOUGHBAKE INC. Licensee of Goldilocks Bakeshop Inc. (Manufacturing)
HR Officer




August 2011-August 2014
Bldg-2 Gama Cmpd. National Highway
BaloyTablon, Cagayan de Oro City, Philippines 9000
Duties & Responsibilities:
· Recruitment and placement 
· Payroll Processing, timekeeping and process government basic benefits of all employees.
· Planning and Budgeting
· Make departmental reports (weekly, monthly, quarterly and yearly reports). 
· Develop and implement programs and activities.
· Prepares Developmental Programs and Trainings
· Coordinates the performance appraisal activities.
· Provide disciplinary action, counseling and make policies and guidelines.
· Make memorandum or business letters. 
III. HE AND SONS CORPORATION (Oil & Lube Distributor)
HR Personnel




January 2009-May 25, 2011
#43 Julio-Pacana St. Puntod Cagayan de Oro City, Phillipines
Duties & Responsibilities:
· Responsible for recruitment and placement.
· Interview applicants
· Implementing and monitoring of disciplinary memos.
· Strict implementation of Company Policy.
· Keep and update employees’ 201 files.
· Prepare documents relative to hiring and firing of employees.
· Cut-off DTR and Process Payroll
· Timekeeping& payroll processing.
· Process basic benefits
· Performs administrative and office support activities.
· Write business letters, reports or office memorandum.
IV. MANELS LEATHERGOODS CORPORATION (Retail)

January 2007 to May 2007
Receptionist / Front Desk
OrtigasCtr, Pasig City, Philippines
Duties & Responsibilities
· Assist in the company organized activities such as meetings and others.
· Answer telephone calls promptly and efficiently.

· Provide information to routine inquires or route calls to appropriate staff.
· Take messages for unavailable employees and communicate these messages to the proper personnel in a     timely manner.
· Schedule appointments for department employees as required.
· Perform intra-office pick-up and deliveries as needed.
· Photocopies or faxes information or documents as needed or requested.
· Administrative duties

V. Signature Lines Incorporated (LEVI’S)


December 05, 2003-May 04, 2004
Sales Clerk

SM Cagayan, Cagayan de Oro City, Philippines 9000
Duties and Responsibilities:
· Provide prompt courteous customer service.
· Maintain store cleanliness.
· Assist in maintaining proper inventory levels and shift audits.
· Provide information; answer questions; and obtain merchandise requested by customers.
· Merchandising

SUMMARY OF QUALIFICATIONS:
EDUCATION:
Degree: Bachelor of Arts and Sciences in Psychology
College: Xavier University – Ateneo de Cagayan, Cagayan de Oro City, Philippines
Year:
May 2007
SKILLS:
· Possess knowledge in the field of Human Resource (Recruitment, Payroll, Compensation and Benefits, Employee Relation, Organizational Development, Training and Admin duties)
· Work well under pressure, in fast-paced environment and with minimal supervision
· Fast learner and adapt well to organizational rules and policies
· Computer Skill Level:
· MS Word 


– 

Expert
· MS Excel 


– 

Expert
· MS PowerPoint 

– 

Expert
SEMINARS/TRAININGS ATTENDED:
· Leadership Workshop- April 8-9, 2014
· The 3rd Labor Relations and HR Management Summit (16.0hours)- March 20-21, 2014
· Transformative HR: Redefining HR’s Role in the Organization – April 17-19, 2013
· Essentials of Management – May 22-23, 2013
· Human Capital Development – March 23, 2013
· Effective Business Presentation – August 22-23, 2013
· Training on Basic Food Safety, Current Good Manufacturing Practices, GBSI Personnel Hygiene Policy Cascade October 08-10, 2013
· Values at Work – November 19-20, 2013
PERSONAL DETAILS:
      Gender:

Female
Civil Status: 
Single
     Nationality: 
Filipino
Height: 5’6”
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