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CV No 1944138
BYRON 

To be a part of a leading company where I can fully utilize and impart my skills and abilities for the growth of the company and self-career advancement.

Tertiary
Bachelor of Science in Industrial and Organizational Psychology
Polytechnic University of the Philippines


                               
Sto. Tomas, Batangas – Campus
2005-2009
Secondary


Inerangan National High School







Alaminos City, Pangasinan




2001-2005
Primary


Banog Norte Elementary School 




Bani, Pangasinan




1995-2001

Administrative Personnel
April 2, 2016 up to present

Job Duties and Responsibilities:
1. Assists Project Manager in processing document of Project Employees.

2. Prepares and processing employee’s mandated benefits, such as, Annual Vacations Application, Exit Application and Release Application for Local Hire Employees.

3. Prepares and monitors project’s weekly reimbursement, to be reconciled in Project Petty Cash.
4. Monitors Project employee’s company accountabilities issued by the company.

5. Facilitates and attending all administrative concern of Project Employees. 

6. Assisting entitled employees for the FVV (Family Visit Visa) Application

7. Monitors employees Iqama’s (Resident’s Certificate) for renewal or for those employees for COP (Change of Profession) to change status of their Iqama. 

8. Time keeping Project Employees monthly reportorial.  
HR Employee Relations 
Applied Machining Corporation


Human Resource Department
Bldg 4 Unit 1, Phase 6, Gold Crest Building, Main Ave., LTI, Biñan, Laguna

December 3, 2014 – February 23, 2015
Job Duties and Responsibilities:
1. Suggests and implements Employee Relations Activities and Programs
2. Monitoring of Employee's attendances, Tardiness, Absenteeism and Incident reports.
3. Construct Notice To Explain Memorandums and Notice for Disciplinary Action Memorandums 

4. Serves Memorandums to erring employees/and conducts counseling 

5. Conducts investigations on erring employees based on the CRR (Company Rules and Regulations).

6. Ensures that the due process is afforded to the involved parties and appropriate penalty rendered.

7. Facilitates Exit Interview and Monitors Employees Clearances and Last Pays.
HR SUPERVISOR

Eco Fortunes Group Inc


Human Resource and Admin Department
Km 44 Brgy. Pulo, Cabuyao, Laguna
January 20, 2014 May 28, 2014
Job Duties and Responsibilities:
· Recruitment and Selection
1. Prepares appropriate job advertisement and initiates coordination with different department
2. Establishes networks and maintain effective relationship with various institutions, employment agencies, i.e. Colleges, Universities, TESDA, DOLE, manpower agencies, review centers, etc.

3. Supervises the sourcing of applicants for vacant position of the different department based on the approved MRF and Manpower plan.

4. Ensures that the hiring process adheres to the company procedures and practices, which include the documentation, creation of 201 file and maintain orderly filing.

5. Ensures that the newly hired employees filled-out properly the Company Application Form and Government Mandatory Form, Business Ethics and Orientation Checklist.
6. Conducts pre-employment orientation to new employees and re-orientation to employees

7. Monitors Manpower Update, daily, weekly and monthly.
· Timekeeping

1. Conduct Validation/Checking of data or information submitted by concerned department, validation/checking can be:
a. Checking of attendance from scanner/biometrics machine versus logbooks. Check and identify discrepancies on the attendance.

b. Validation of signature of employees, supervisors, approving authority such as the assistant managers, department managers and GM to prevent attempting to fraud/forging. 
c. Validation from truck scale print-out submitted by the operations department for piece rates employees.

2. Process of timekeeping for the attendance of Piece Rates, Daily, Semi-monthly and Extra Workers Employees by compiling employee time records, production and payroll data from time sheets and other records.

3. Verify attendance hours worked, and pay adjustments and post information into designated records.
· Billings

1. Review time sheets, wage computation and other information in order to detect errors and reconcile payroll discrepancies.
2. Checking of payroll/billing invoice submitted by manpower agencies.

3. Monitor to accounting department processing of checks and releasing to concerned manpower agencies. Making sure that process of billing invoices is based on the target schedule to avoid discrepancies. 
· HRIS (Human Resource Information System)

1. Daily update of HRIS based on the result of checking of attendance of employees. Discovered absences of employees must be recorded and monitored. Payroll-in-charge must double check if all absences are has filed leave application.
2. Updating of HRIS from time to time, encoding of personnel information.

· Trainings and development

1. Conduct training program to all employees regarding payroll and time keeping process. (once a month training to all active employees)

2. Conducts training needs analysis on individual employees, position, unit, section, department or group

3. Recommends design, conducts and assesses training 
4. Maintains training records, i.e. training materials, updates masterlist of trained personnel, trainers, individual training sheets and certificates must be secured on the 201 files of employees.

5. Ensures that trainees submit training report and assessment, hence prepares training assessment summary.

6. Facilitates external trainings, i.e. coordination with trainee/s, training institution, mobilization of trainee, payment and provision of allowances of trainees.

· ER (Employee Relations)

1. Suggests and implements employee relations activities and programs
2. Facilitates investigations on erring employees against company rules and regulations.

3. Ensures that the due process is afforded to the involved parties and appropriate penalty rendered.
· Compensation and Benefits
1. Ensures that the employees attendance are monitored and timekeeping records are kept in order.

2. Ensures that the procedures on timekeeping are observed.

3. Ensures that leave records of the employees are kept in order.

4. Coordinate with Government offices such as SSS, PHIC, HDMF and BIR for benefits;

a. Implements the compensation and benefits policies and systems of the company.

b. Ensures that monthly regular report are properly complied and ensures that such reports are kept in an orderly manner

c. Maintains confidentiality of salaries and benefits of the employees

d. Processes and implements Personnel Actions and Notice
HR SPECIALIST

Dynamic Management and Mktg Inc

(RECRUITMENT)
Human Resource Department
Unit 402 Carreon Bldg., 2746 Zenaida St., Poblacion, Makati City

September 29, 2013 January 2014
Duties and Responsibilities:
1. Design and implement overall recruitment strategies  
2. Develop and update job descriptions and job specifications of job vacancies
3. Perform and job task analysis to document job requirements and objectives
4. Prepares and post job on appropriate job boards, newspapers, online and school recruitments

5. Source and attract candidates by using online social medias

6. Screening candidates Resumes/CV’s (Curriculum Vitae) and job applications

7. Conducts interviews 

8. Promotes company’s reputation as “the best place to work”

9. Monitors/Checks all newly hired employees requirements 

10. Conducts orientation of newly hired employees according to Company Rules and Regulations
COMPENSATION AND
Validus Investment Corp.
BENEFITS OFFICER
Human Resource Department

5F Lepanto Bldg., 8747 Paseo de Roxas Ave., Makati City

April 10, 2013 until August 15, 2013
Job Duties and Responsibilities:
· Compensation and Benefits / Employee Relations

1. Provides services to employees with their company benefits, if any and government-mandated benefits.
2. Process monthly/quarterly payment of remittances of the company 

3. Handling government remittances Contributions and Loans 

4. Process Loans Application of those qualified employees to SSS and HDMF (PAG-IBIG) and process SSS sickness/maternity procedures/computation and PHILHEALTH matters.

5. Answer/communicate to employees with compensation and benefits concern

6. Maintain and update compensation and benefits files      
HR SPECIALIST

Amado Group Corporation
(RECRUITMENT)

Human Resource Department

28D Chatham House Building, Rufino Corner Valero St., Salcedo Village, Makati City

December 6, 2012 until February 22, 2013
Duties and Responsibilities:
· Recruitment and Selection 
1. Sourcing of applicants/candidates
2. Conducts interview to all candidates
3. Screening of applicants based on their job experiences and job qualifications

4. Endorse qualified candidates to concerned department/requestor 

5. Conducts orientation of newly hired employees according to Company Rules and Regulations

· Admin Works
1. Monitoring/Issuing Company Accountabilities to newly hired employees

2. Handling Security Monitoring Section 
3. Maintain/Update 201 Files (Using HRIS Program)
· Time keeping 
1. Monitoring of employees time-in/time-out

2. Monitoring of tardiness and absences

3. Maintain/Monitoring of Employees Leave Records
HR Assistant


Quest- Air Technology Phils., Inc. 
And Q-Trade Corporation
Human Resource Department
Lot 7 A-2 Sooner Farm Compound
Brgy. Timbao, Binan, Laguna
September 29, 2010 until August 14, 2012 
Job Duties and Responsibilities:

· Recruitment

1. Sourcing of applicants/candidates

2. Conduct initial interview

3. Conduct orientation to newly hired employees according to Company Rules and Regulation

4. Recommend capable applicants to requestor/Department Head
· Compensation and Benefits
1. Coordinate  government remittances/transactions, such as:
a. SSS (Social Security System) 
b. PAG-IBIG/HDMF (Home Development and Mutual Fund) 
c. PHILHEALTH/PHIC (Philippine Health Insurance Corp) 

2. In-charge/facilitate company insurances, such as:
a. Accident

b. Life 

c. Health 
· Time keeping 
1. Monitoring of employees time-in/time-out
2. Monitoring of tardiness and absences

3. Maintain/Monitoring of Employees Leave Records
· Other tasks:
1. Issuing of the following company documents/memorandums
a. Employment

b. Employment with compensation

c. PHIC
d. SSS

e. PAG-IBIG
2. Maintain/Update 201 Files

Secretariat Position 

Zagu Foods Corporation
Operations Department / Supplies Services Section 

52 West Kapitol Drive, Barrio Kapitolyo, Pasig City
November, 2009 – July, 2010
Part-Time Job

Bureau Of International Revenue (BIR)
Collection and Bank Reconciliation Data Encoder





Halang, Calamba, Laguna




December 2008 – June, 2009

Birth date
:

April 02, 1989
Birth place
:
Sto. Tomas Batangas

Civil Status
:
Single
Age
:
27 years old
Gender
:
Male
Citizenship
:
Filipino

Height
:
5’6
Weight
:
160 lbs.

Religion
:
Roman Catholic

Available upon request.

         I hereby certify that above information are true and correct to the best of my knowledge and ability.
____________________
BYRON T. TABBADA
	BYRON TUMAMBING TABBADA – CV No 1944138
To interview this candidate, please send your company name, vacancy and salary offered details along with this or other CV Reference Numbers that you may have short listed from 

http://www.gulfjobseeker.com/employer/cvdatabasepaid.php 

addressing to HR Consultant on cvcontacts@gulfjobseekers.com
We will contact the candidates to ensure their availability for your vacancy and send you our service HR Consulting Fees quotation for your approval. Whatsapp +971504753686
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