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FLORABEL 

	A Teacher by profession, a qualified and motivated former employee of the Philippine National Police as Non-Uniformed Personnel having a plantilla position of Training Specialist with seventeen (17) years of experience in administrative works and other related fields.
A capable communicator in English both written and oral forms.


	QUALIFICATIONS


· Registered Professional Teacher, Philippines

· BS in Home Economics, major in Teaching Home Economics in Elementary Schools, VISCA now VSU, Visca, Baybay City, Leyte, Philippines
	KEY ABILITIES


· Ability to consider problems and feasible solutions, efforts culminated in successful completion of the assigned job. 

· Hardworking and sincere and a dedicated worker with the ability to labour under pressure, and very much considers organization’s time and financial constraints. 

· Makes exact decisions under pressure and plans including all feasible contingencies.
· Encourages harmony/camaraderie among fellow co-workers and superior alike.
	RECENT CAREER HISTORY


Training Specialist        
Office of the Personnel and Human
Philippine National 
March 1, 2005

Resource Development Division

Police


to August 1, 2016

Police Regional Office 8





  

Camp Kangleon, Palo, Leyte




Philippines
· Receives clients call.
· Manages the appointments of every clients. 

· Facilitates in the preparation of all documentary requirements to all PNP personnel who are due for mandatory and specialized trainings.

· Prepares and Plans Programs for those PNP personnel who are due for Mandatory Schooling

· Assists in the conduct of Police Continuing Education every Friday.
· Facilitates in the conduct of PNP Physical Fitness “Hataw” every Tuesday and Thursday. 

· Provides information to lower units pertaining to schooling and courses/trainings offered by the higher headquarters.
· Acts as the point of contact for personnel who are due for mandatory schooling and specialized trainings.
· Maintains and updates personnel database on Schooling/Trainings.

Human Resource 

Office of the Personnel and Human
Philippine National
Management Assistant
Resource Development Division

Police

July 31, 2001 to
 
Police Regional Office 8
February 28, 2005

Camp Kangleon, Palo, Leyte 
   

   





Philippines
· Provides general administrative and clerical support including mailing, scanning, faxing and copying to management

· Provides front desk support to the organization.
· Manages day to day administration requirements of the organization which includes general coordination with other units.
· Acts as the point of contact for personnel with regards to their daily administrative requirements.

· Provides information pertaining to the personnel activities of the command.
· Updates HR administration system and database.
· Works closely with other personnel in insuring the successful integration of activities towards meeting particular objective or goal.
· Facilitates in the Issuance of Appropriate Awards and Incentives to all deserving PNP personnel all region wide.

· Acts as Secretariat of the Special Promotions, Awards and Decorations Board of the Police Regional Office 8 and undertake the initial evaluation of accomplishment of applicants for special/meritorious promotions.
· Assists PNP personnel requesting restoration of pay and allowances, report of changes, leaves, change status, scholarship, special financial assistance and reimbursement of hospitalization expense to deserving PNP personnel and their dependents.
· Maintains records and process housing development requirements of PNP personnel.
· Manages pertinent records of uniformed and non-uniformed of the Command.

· Prepares program of activities for the Monday Flag Raising, Friday Flag Lowering and other PNP Command Activities such as PNP Foundations Day and Police Service Anniversary.

· Facilitates in the preparation of documents needed for the retirement benefits and claims of all retired PNP personnel region wide. 

· Prepares documents that will cater the Welfare and Morale of all PNP personnel assigned in Police Regional Office 8

· Serves as Member of the Promotion and Selection Board for Non-Uniformed Personnel, Philippine National Police.

· Performs other functions as directed by the Regional Director.

Office Clerk


Task Force on Infrastructure
Provincial Government
April 5, 1999 to 

Office of the Provincial Governor
of Leyte, Philippines
December 31, 2000           
Capitol Building, Tacloban City


· Receives request through SB Resolution from the Local Government Units regarding Financial Assistance for Infrastructure Projects.
· Prepares Vouchers and other documentary requirements for the early release of Financial Assistance to Local Government Units

· Facilitates and monitors the processing of the Financial Assistance at the different concerned offices for the speedy release of cheques.

· Prepares some communications to different Local Government Units for information and dissemination of the plans and programs of the Provincial Governor of Leyte. 
	PERSONAL DETAILS


	Date of birth

June 17, 1977
	Nationality

Filipino Citizen
	Passport

Philippines
	Preferred Status

Married


	IT LITERACY


Good all round knowledge of Windows 95/98/2000/ME/XP/7, Microsoft Word, Excel, Power Point 2007 

	INTERESTS


Enjoy music, including singing and playing musical instruments such as guitar, in addition to surfing the Internet, playing chess, badminton and volleyball.
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