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                   12-A Street Villa 37, Al Safa 2, Dubai, UAE
Objective:


To be a major part of a dynamic company by being able to contribute in its development and growth with the knowledge which I have required.

Work experience/s:
FAMILY BUSINESS
___________________________________________________________________________________________
ADMINISTRATIVE CLERK 

November 10, 2012 – November 10, 2014
Duties and Responsibilities:

Job description:
· Deals mostly with Saudi Aramco Portal System (SAP) for Saudi Aramco ID and Sticker.
· Initiating/submitting new Aramco ID and Sticker request for newly hired SSC (Service Support Contract) employees.
· Coordinates with Supplemental Manpower Contracts Administration Division (SMPCAD) to update the Contract Release Purchase Order (CRPO) of the new hired employee in order to request his/her Aramco ID in the SAP System.
· Facilitates renewal processing of Aramco ID and Sticker for employee’s before they go for their annual leave vacation and also when returning back in Kingdom.
· Monitoring the scheduled appointments of the Aramco ID and Sticker and coordinates with the Saudi Representative in order to get their Aramco ID and Sticker on time and as soon as possible.
· Assigned in making the Confidentiality and Undertakings of the SSC’s.
· Coordinates with the HR Department in getting the CRPO of the newly hired SSC employees.
· Prepares the PPE (Personal Protective Equipment) items for those employees requesting for it.
· Maintains good professional attitudes towards employees.
· Provides information by answering questions and requests with regards with their Aramco ID and Sticker.
· Assigned in distributing Medical Insurance Card for all the employees.
· Keeping and filing of 201 Files and other confidential files
· Supports other employees 
· Taking phones calls and assisting employees regarding their concerns.
· Do other clerical tasks that may assign from time to time.
HRD STAFF (HR Assistant/Benefits Officer/Recruitment Officer)
       




                 PCN Promopro, Inc.
       27 Cresta St., Brgy. Malamig, Mandaluyong City



      April 23, 2007 – September 15, 2012


Duties and Responsibilities:

BENEFITS OFFICER
EWB (Employees Welfare Benefits) Officer

Job description:
· Deals mostly in government agencies (SSS, HDMF(Pag-ibig) and PHIC(Philhelath)). Transactions involving government agencies are payments of remittance, posting of contribution, filing of claims and reimbursement of the advanced benefits.
· Coordinates with finance group regarding EWB remittances and benefits (PHIC,SSS,HDMF).

· Facilitates processing of employees enrollment, payments and benefits claims.

· Represent the company in all EWB agencies or institution.

· Maintains professional and technical knowledge by attending educational workshops; reviewing professional publications; establishing personal networks; participating in professional societies.

· Contributes to team effort by accomplishing related results as needed.

· Reports directly to HR Manager. 
· Provides information by answering questions and requests with regards benefits.

· Assists in the efficient administration and speedy processing of employee benefits to meet employee expectations 

· Ensures that employee queries, concerns, issues and complaints are resolved or responded to promptly 

· Assists in reviewing all benefits applications and related documents, and ensuring compliance to guidelines and completion of required supporting documents to facilitate speedy processing at the providers end. 

· Establishes and maintains good rapport and relationship with government and private benefits providers (SSS, Pag-ibig and PhilHealth) to obtain info/updates on new benefits availment guidelines, procedures and address issues, concerns, complaints of customers.

RECRUITMENT OFFICER
      Job Description:

· Interviews and screens applicants for various projects
· Prepares examination of qualified applicants for higher positions
· Coordinates with different Business Unit Department in regards with their manpower needs
· Coordinates with different Provincial Area Coordinators from different areas from Luzon, GMA. Visayas and Mindanao in regards with the Projects manpower needs and request.
HR ASSISTANT
      Job Description:

· Keeping and filing of 201 Files and other confidential files
· Prepares Letter of Transactions (intro letters, late letters, regularization letters, renewal letters and certifications)
· Issues Letter of Appointment to newly hired employees (regularization and Probationary)
· Monitors daily attendance of Regular and Probationary Employees.
· Do other clerical tasks that may assign from time to time.
 Office Clerk/Encoder

Metrobank (head office)

Makati Ave., Makati City

November 14, 2006 – April 14, 2007

___________________________________________________________________________________________

Office Clerk/Encoder


Transactional Banking Group (TBG) Department


Banco de Oro Unibank (head office)


12 ADB Ave.,Ortigas Center, Mandaluyong City


January 12, 2006 – June 30, 2006

___________________________________________________________________________________________
Educational Background:

      College:


Bachelor of Science in Information Technology (BSIT)

International School of Asia and the Pacific (ISAP)


Alimanao Hills, Peńablanca, Cagayan
      June 2001 – March 2005
Training Experience/s:

      LTFRB RO-2

      (on the job training)


Carig Sur, Tuguegarao City, Cagayan


April 19, 2004 – May 5, 2004

National Broadcasting Networking (NBN-4)
      (on the job training)


Broadcast Complex, Visayaz Avenue, Diliman, Quezon City


January 17, 2005 – February 9, 2005

Seminars attended:


Connect IT; “connecting the world through a values- oriented technology


Saint Paul University, Philippines 


Tuguegarao City, Cagayan


November 24-28, 2003

Regional E- link 2002, General Pocket Radio Services (GPRS)


Saint Paul University, Philippines


Tuguegarao City, Cagayan


November 27-29, 2002

Cagayan Youth Leader’s Parliament (SK Provincial Federation)


2nd district Junior Provincial Board Member


Tuguegarao City, Cagayan

December 12-14, 1999

Personal Data:

Age: 



32
Date of Birth:


April 21, 1984

Place of Birth:


Piat, Cagayan

Religion: 



Roman Catholic

Citizenship:



Filipino

Status: 



Married

Spouse:                                             Cherryl M. Luz
Language/dialect speaking:

Tagalog, English and Ilocano

Special Skills: 

· Operates and manipulates computers
· Computer literate
· Hardworking, Honest and Responsible

· Can work with minimum supervision

· With good communication skills

· Driving
Character reference available upon request.
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