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Career Objective:
To secure a position of responsibilities and challenges that will intensify and develop my abilities and strengths. To contribute on the success of the company to the extent of my knowledge, skills and experience.  An administration and human resource professional offering an excellent track record of office administration and all facets of human resource management.
Key Skills:
· Organizational and administration expertise 
· Human resource management excellence

· Business correspondences, reports and documentations proficiency

· Handling manpower grievances and needs

· Verbal and written skills proficiency

· Leadership, motivation and problem solving skills
WORKING EXPERIENCE
July 2015 – up to present

GENERAL INSURANCE




COMPANY 




Financial Advisor 

Job Objective:

To provide personalized investment and insurance knowledge, solutions and realization to help clients work toward their long term financial goal and management.
Job Description:

· Call clients, set up meetings either with office, client homes or other business premises.
· Conducts financial health check on clients, their financial circumstances, needs, current provisions and their future financial and insurance goals and plans.
· Analyzes and evaluates the result of the financial health check. Designs and prepares solutions or proposals that are best suited to client’s financial and insurance needs and requirements.
· Develops and deepens client-financial advisor’s business relationship. Provides schedule review and responds to client’s changing financial and insurance needs.
· Develops base sources of clients by using natural clients, referrals, occupational groups, and special interest and community groups.

· Ensures that all policy requirements are fulfilled including Ipos submissions, premium payments, medical examinations and all other administrative forms needed by the office.

· Performs administrative tasks such as maintenance and proper handling of client’s records. 
January 2005-2006

VMV Group




Supervisor, Human Resource and Administration
 Job Objective:

Responsible for the entire direction of human resource development and office administration of the company. To develop, coordinate and implement overall policies and procedures of the company’s training, recruitment, compensation and benefits, human resource planning and office administration. To establish long term planning and strategies for the development of potential employees to cope up with the expansion of the company. 

RECRUITMENT, SELECTION AND PLACEMENT                                                

· Handled recruitment, selection and placement of the company. Provided initial screening, interview of applicants. Prepared recommendation to HR Manager and to requisitioning department head.

· Evaluated pre-employment test results of applicants for further Personnel Action. 

· Prepared employment contracts and necessary employment papers of newly hired employees. Provided initial orientation of company policies and procedures, compensations and benefits.

· Coordinated with placement cooperative for hiring and placement of beauty consultants and manufacturing plant employees.

HUMAN RESOURCE PLANNING AND DEVELOPMENT

· Monitored total manpower complement of the company. for efficient manpower distribution and budget allocations.

· Handled formulation and implementation of company’s performance appraisal; provided schedule and appraisal forms; prepared memorandum of monetary conversion and documentation.

·  Coordinated, implemented and facilitated management action regarding promotion, transfers, regularizations, dismissal and other staff movements. 

COMPENSATION, BENEFITS AND SERVICES

· Handled implementations, utilization and documentation of company’s leave benefits.

· Handled life and accident insurance of the company

· Facilitated recording and distribution of company products for employees’ personal use.

· Handled, coordinated and implemented company uniforms.

· Assisted staff in application and availments of government mandated benefits.

· Monitored, recorded and evaluated overtime availments of employees.

· Ensured strict implementations of company rules and regulations.

TRAINING AND CAREER DEVELOPMENT
· Assisted HR Manager in establishing the needs and prepare training plan for employees.

· Assisted HR Manager and Marketing group in conducting in-house training of the company.

· Invited and coordinates trainors or speakers for training and seminar of employees.

INFORMATION SYSTEMS, EMPLOYEE SERVICES AND MISCELLANEOUS BENEFITS

· Handled social and sport activities of the company.

· Developed and maintained an efficient human resource information system (201 files). Provided quick reference and information of total manpower complement of the company.

OFFICE ADMINISTRATIONS

· Handled the implementation and facilitation of office rules and regulations. Ensured strict compliance on existing office procedures and policies.
· Handle and prepared all office administration’s correspondences, memorandums, reports and documentations for HR Manager and CEO approval.

· Handled and oversee office and plant, repair, maintenance and refurbishment. 
· Evaluated and recommended all office and plant needs. Responsible for canvassing and procurement of office supplies and maintenance.
· Ensures overall cleanliness and orderliness of the office and plant.

June 1993- February 2004 
OWNI TELECOM (Oceanic Wireless Network, Inc.)





Human Resource and Administration Assistant III
Job Description:
RECRUITMENT, SELECTION AND PLACEMENT                                                

· Implemented company’s recruitment and placement procedures. Handled screening of job applicants; conducted preliminary/secondary interview and checks/evaluates interview profile for recommendation to HR Manager.

· Checked results of physical examination of applicants. Prepared employment contracts and necessary employment papers of newly hired employees.

· Provided orientation about company policies and procedures, compensation and benefits.

HUMAN RESOURCE PLANNING AND DEVELOPMENT

· Prepared and implements Company’s Annual Manpower Planning Forecast. Handled dissemination, consolidation and evaluation of Manpower Planning Forms submitted by different departments for business planning and manpower budget.

· Handled implementation of career planning/pathing of the company; updates management staff with career planning schedule of staff and checks forms for staff evaluation. Handled promotions, realignments, transfers, retirements and other staff movement.

· Handled formulation and implementation of company’s performance appraisal; provides schedule and appraisal forms; prepares memorandum of monetary conversion and documentation.

COMPENSATION, BENEFITS AND SERVICES

· Handled implementations, utilization and documentation of company’s leave benefits.

· Handled implementation, monitoring, utilization of company’s medical, dental and hospitalization benefits of the company.

· Oversee implementation and processing of company’s various financial assistance: educational loan, salary loan, funeral grant, calamity loan, SSS and Pag-ibig loan.

· Facilitated implementation of service/longevity benefits of staff and retirement program of the company.

· Handled life and accident insurance of the company; 

TRAINING AND DEVELOPMENT

· Organized in house training and seminar and facilitated enrollment and schedule of staff for public training and seminar. 

INFORMATION SYSTEM, EMPLOYEE SERVICES AND MISCELLANEOUS BENEFITS

· Handled social and sport activities of the company.
· Handled 201 files or personal records of staff. Provides quick reference and information of total manpower complement of the company.

OFFICE ADMINISTRATION
· Facilitated the implementation of company’s rules and regulations, office procedures and policies based on company handbook and code of conduct.
· Handled all administrative correspondences, memorandums, reports and documentation supervised by HR Manager.

· Responsible for motor and property insurance of the company. Ensured that all company and vehicles are insured properly and all documentations are updated and intact.

· Handled office maintenance, repair and refurbishment. Handled monitoring maintenance and usage of all company vehicles and office equipments.
· Responsible for handling, monitoring and control of administrative petty cash
 January 1992-May 1993
ROYAL CLASS TRAVEL AND TOURS, INC.                                               





 Executive Secretary
Job Description:                                

· Responsible for monitoring and control receivables and payables.  

· Handled refunds receiving, releasing and follow up to different airlines.

· Handled petty cash, purchasing and controlling of office supplies and equipments.

· Handle cash vouchers, purchase orders and check preparations. 

· Handled passport documentations.
· Responsible for all filing and record keeping of travel and passport documents.

· Prepared office and business correspondences needed by the General Manager.

· Oversee office cleanliness and orderliness.

EDUCATIONAL AND PERSONAL  BACKGROUND
Educated to Bachelor’s Degree in Industrial Psychology with Masteral Units in Human Resource Management and Professional Teacher Education. A highly motivated and organized, hardworking, result oriented professional with exemplary work values and ethics.
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