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Ma. Teresa
Teresa.345374@2freemail.com  
Position Applied for :  HUMAN RESOURCE MANAGER/ADMIN. 


To perform and improve all duties designated by the organization with loyalty and determination to the best of my abilities.


· Enthusiastic in giving suggestions for further improvements

· With view towards maximizing goals and potentials

· Can work individually or in-group

· Can work with people with different kind of personalities

· Able to work with minimum supervision 

· Hard working and able to work under pressure

· Environmentalist


Company
:
SCHLEMMER PHILIPPINES, INC. 
#3  American Road, Greenfield Automotive Park, Special Economic Zone, Brgy. Don Jose, Sta. Rosa, Laguna


(May 02, 2016 – up to  present)

Job Description
:
Accounting /Finance Manager
· Responsible for managing the ERP Systems (Accounting/Costing)

· Management of Cash (  cash inflows and outflows)
· Financial Control (budget control, cost control, internal audit )

· Responsible for proper utilization of funds (safety, profitability and liquidity.
· Prepare and submit reports to China (HQ and Germany)
· Manage and oversee the daily operations of the accounting department

· Process month and end year process, AP, AR, Cash Receipts, GL, Payroll, Treasury, budgeting, cash forecasting, revenue and expenditure, capital assets, reconciliations, fixed asset activity. 
· Responsible for all the government reports
Company
:
SCHLEMMER PHILIPPINES, INC. 
#3  American Road, Greenfield Automotive Park, Special Economic Zone, Brgy. Don Jose, Sta. Rosa, Laguna


(January 25, 2016 – May 02, 2016)

Job Description
:
HR /Finance Manager
· Responsible for managing the ERP Systems (Accounting)

· Management of Cash (  cash inflows and outflows)

· Financial Control (budget control, cost control, internal audit )

· Responsible for proper utilization of funds (safety, profitability and liquidity.

· Prepare and submit reports to China (HQ and Germany)

· Manage and oversee the daily operations of the accounting department

· Process month and end year process, AP, AR, Cash Receipts, GL, Payroll, Treasury, budgeting, cash forecasting, revenue and expenditure, capital assets, reconciliations, fixed asset activity. 

· Responsible for all the government reports
· Responsible for recruitment and selection

· Responsible for Employee relations

· Responsible for Training and Development

· Responsible for Compensation and Benefits

· Manage and oversee the day to day operations of Human Resource Dept. 

· Prepare and submit reports to China (HQ)

Company
:
ONE GREEN ARROW MANPOWER CORPORATION

1st Floor, Crixus Bldg., Bigaa, Cabuyao, Laguna





(July 20,  2015 – up to January 25, 2016)

Job Description
:
HR/Operations Manager
· In summary,   the HR/Operations Manager managed the daily operations of the company,  deals with different companies/clients  when it comes to MOA, proposal and quotations, marketing , payroll,  government requirements, complaints from the client and even the employees. 
· Responsible for the training of the staff, coordinators and other employees including contractual.

· Managed the performance of the direct employees ( disciplinary actions, attendance, promotions and other concerns)

· Responsible for the Accounting and Financial of the organization

Company
:
MANPOWER ASSISTANCE INTEGRATED NETWORK INC.

(MAIN)/BEST ALLIED SERVICES INTEGRATED COMPANY, INC. (BASIC)
Unit 205-207 Civic Prime Bldg., Civic Drive, Filinvest, Alabang, Muntinlupa City 





(March 17,  2014 – May 15, 2015)

Job Description
:
HR/Operations Manager
· In summary,   the HR/Operations Manager managed the daily operations of the company nationwide (including Luzon, Visayas and Mindanao ,  deals with different companies/clients  when it comes to MOA, proposal and quotations, marketing , payroll,  government requirements, complaints from the client and even the employees. 
· Responsible for the training of the staff, coordinators and other employees including contractual.

· Managed the performance of the direct employees ( disciplinary actions, attendance, promotions and other concerns)

· Responsible for the weekly and monthly operational status of the company, to be submitted to the President.
Company

:
HRPRO SERVICE COOPERATIVE




G/F  CJRS Building, Rodeo Drive, Laguna Bel –Air 2, 





Sta. Rosa, Laguna





(May 14,  2010 – March 25, 2014)

Job Description
:
HR/Operations Manager
In summary,   the HR/Operations Manager managed the daily operations of the organization ,  deals with different companies/clients  when it comes to MOA, proposal and quotations, marketing , payroll,  government requirements (CDA, Dole, BIR, etc. ) human resources and administrative  functions ( including BOD reports, GA and annual reports for all government institutions.).  Responsible for the accounting and finance of the organization. 
Responsible for the training of the staff, coordinators and other employees. 

Company

:
FIRST ELECTRO DYNAMICS CORPORATION (FEDCOR)





(Subsidiary of First Philippine Holdings Corporation)





1st, St. First Philippine Industrial Park, 




Sta. Anastacia, Sto. Tomas, Batangas





(August 16, 1994 – September 30, 2009)

Job Description
:
Human Resource and Admin.  Supervisor  
In summary HR and Admin. Supervisor  is responsible for spearheading various HR initiatives and policies and managing the day-to-day operations of the Human Resource and office administrative matters.

The HR and Admin Supervisor manages the development     and administration of the human resources policies, procedures and programs. Carries out responsibilities in the following functional areas:  recruitment, retention, staff orientation and development, performance management, compensation and benefits administration and office administrations.

Responsible for all of these areas:
·  Recruitment and hiring
· employee retention /succession programs; 

· employee development and training; 

· new employee orientation and administration; 

· maintaining the company organization chart and employee records; 

· performance management system
· compliance to employment regulations; 

· policy development and documentation; 

· payroll and leave administration
· compensation and benefits administration
· employee disciplinary  actions/labor relations; 

· company employee communication; 

· employee welfare, wellness and health;   

·  employee services and counseling
· Administrative  function
· Responsible for the corporate social responsibility of the organization

Other functions in the company

· Health Services Administration Chairman

· Contributing editor of newsletter

· Medical Committee Chairman

· Environment, Safety and Health Committee Member

· Assessment Committee Member/IQA (ISO/Ohsas, Malcolm Baldrige)and Certified Internal Quality Auditor

Achievements in the company 

· Greenbelt (Six sigma)

· Prepared Job description of all employee in  the company
· Able to install and conduct job evaluation and job validation  in the company
· Conducts salary survey every year and be able to recommend salary increases (salary analysis)
· Part of the key personnel that spearhead the Investors In People Award by People Management Association of the Phils.
· Able to recommend other benefits in the company
· Contributing editor of company’s newsletter (Tanglaw – Official newsletter of First Philippine Holdings Corporation)


Post Graduate 
Diploma in Human Resource Development 
                                  Covering ( Organizational Development, Strategic Training and 

Development and Talent and Career Management)




Ateneo  de Manila University 




Center for Organization Research and Development




Quezon City




November 2004 to October 2005



Master in Business Administration (For completion of thesis)




Laguna College of Business and Arts




Calamba, Laguna




June 2003 to June 2005
Tertiary

Bachelor  in Accountancy 



Polytechnic University of the Philippines
Sta. Mesa, Manila



June 1984 – April 1988
Secondary

Saint John Academy 



Calamba, Laguna




June 1980 - March 1984
Primary

Parian Elementary School



Parian, Calamba, Laguna



June 1974  to March 1980



First Honorable Mention


	
	
	

	Strategic Planning 
	
	Lopez Group of Companies

	Awareness and Appreciation on Six Sigma
	
	Lopez Group of Companies

	Internal Quality Auditing
	
	Neville Clarke Phils./SNI

	Six Sigma Training (Green Belt)
	
	Lopez Group of Companies

	Malcolm Baldrige Application (Oscar’s Award)
	
	Lopez Group of Companies

	Environment Safety and Health
	
	Lopez Group of Companies

	Developing Supervisory Skills
	
	Lopez Group of Companies

	Latest Supreme Court Decisions on Labor Relations
	
	Dole

	IMS (ISO 9001, ISO 14001, OHSAS 18001)
	
	TUV Phils./ SNI

	John Maxwell Leadership Summit
	
	Lopez Group of Companies

	Leader as Communicator
	
	PSTD/PMAP

	Leader As Motivator
	
	PSTD/PMAP

	Root Cause Analysis Training 
	
	SNI

	Sa Tao Magkakatalo (45th PMAP Annual Conference)
	
	PMAP

	RA 9504 provided for under Revenue Regulations No. 10-2008 
	
	DOLE

	Leadership Excellence
	
	Lopez Group of Companies

	Strategic Human Resource and Value Chain Analysis
	
	PMAP/Lopez Group of Companies

	Work Attitude and Values Enhancement
	
	Lopez Group of Companies

	HR Summit (Harnessing People's Power and Passion at Work in Tough Times)
	
	Lopez Group of Companies

	Overview of the Philippine Labor Relations System and Basic Labor Relations Concepts


	
	PMAP

	Forum on Amendments to the Articles of Cooperation and By Laws to conform with RA 9520

Annual Compliance Seminar

Writeshop on the Amendments to the Articles of Cooperation and By-Laws in Conformity with RA 9520
Leadership and Values Re-Orientation

Dole Orientation on DO-18-A
	              
	 Cooperative Development Authority
Cooperative Dev. Authority
Cooperative Dev. Authority

Cooperative Dev. Authority
Dole/CDA – Calamba 





Age




49 years old



Birth date



October 24, 1967



Birthplace



Calamba, Laguna



Sex




Female



Civil status



Married



Citizenship



Filipino



Height




5’2”



Weight




132 lbs. (60 kgs.)



Language spoken


English and Filipino

Interests
Have interest in Corporate Social Responsibility,                                                                              Analysis and Project Management


Special skills
Organizing events and activities

I certify that all information is true and correct to the best of my knowledge and ability.

Objectives





Summary of Qualification





Work Experience





Education





Seminars and Training Attended (latest)





Personal Data
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