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JEREMIAH

JEREMIAH.345629@2freemail.com  
Nationality:
Filipino

Civil Status:

Single

Visa Status: 

Visit Visa

Age:


34 years old
QUALIFICATIONS:
 
· I have 8 years of experience as Supervisor and Human Resource Officer.
· Good in Microsoft Office Excel, Word, and Power 
· Knowledge in field of marketing and customer service functions.
· Knowledge in handling Office Administration and HR Department.

· Open minded and excellent in building good rapport especially to clients and colleagues.

PROFESSIONAL EXPERIENCE: 
Clinic Supervisor and Human Resource Officer

Plaza Libertad Medical Specialists’ Center Incorporated. / Philippines
July 2008 –January 20, 2017 (8 years & 5 months)
Clinic Supervisor:
· Develops plan and schedules of clinic work flow.
· Implements and monitors approved policies, procedures, communicate changes to necessary staff.

· Reviews, monitors and revises procedures as appropriate.

· Coordinates and integrates inter department systems.
· Track the flow of medical records and patient information through clinic.

· Maintain Physical resources for efficient, cost effective and safe environment.

· Coordinates maintenance and repairs of clinic area, equipment and instruments.

· Supervises and directs clerical personnel.

· Identifies appropriate internal controls for department.

· Provides mechanism and enforce compliance.
Human Resource Officer:
· Conduct Initial Interview to the applicants.

· Implement PLMSC Code of Ethics and Conduct.

· Submit monthly and annual reports to Department of Labor and Employment.

· Enrolled newly hired employees to the affiliated bank for Payroll Facility Services.

· Enrolled newly hired employees and update data’s at Bureau of Internal Revenue/Social Security System and Philhealth.
· Secure E201 files of employees and filing of previous employees records.
· Prepare employment contracts of employees ( RELIEVER/PROBATIONARY and REGULARIZATION).
· Prepare monthly payroll (Lates/undertime/absences/leaves/allowances/honorarium ,etc.)

· Summary of Employees Leave Benefits ( ANNUAL/SICK/EMERGENCY)

· Preparing memos, written warning and other sorts of communication. Conducting monthly staff meeting.
· Prepare and facilitate incidents reports.

· Facilitate powerpoint presentation in every department concerns for the monthly board meeting.

· Prepare skeletal schedules for the staff ( e.g. special and non working holiday)

· OIC to all PLMSC Events ( Christmas party/family day/ stockholders meeting) 

· Preparing letter to all Suppliers/ HMO’s on all accounts concerns.
· In charge of Emails ( supplier/HMO’s/DOH/DENR/ all sorts of communications)

· Maintain and provide data’s for PLMSC Website and provides all company forms.
· Provides Memorandum of Agreement to all suppliers /HMO’s.
· Updates of PLMSC Medical Rates.
· Facilitate request for certified true copy documents and facilitate printings of all company’s forms.
· Handle MD’s, clients and all sorts of complains.

· Approved Staff/ Department Request.

· Monitor and update list of Equipments and Machines.
· Prepare Clearance and Conduct Exit Interview of the resigning employees.

· Prepare Certifications for staff/ center.
· Facilitate Employees Uniforms and ID’s ( Purchase/designs /expenses)

· Facilitate staff seminars, trainings, conventions ( tickets/allowance/accommodation.) 
Admission Officer and Marketing Coordinator

ABE International College of Business and Economics / Philippines
August 2006 –May 2008 (1 year & 9 months)
· Directly reporting to the School Director. Assist in the preparation of documents and request of the other Departments. In-charge of all marketing activities of the School.
· Prepares and monitors daily statistical reports of inquiries, examinees and enrollees.
· Conduct college entrance examinations, checking and releasing of test results.
· Conduct a Career Talk in all Secondary Schools in the City and nearby provinces.
Area Development Supervisor

Powerpoint Marketing Services, Incorporated (activation agency of Unilever Philippines)
August 2004 –February 2005 (6 months)
· Roving In-charge in all areas to check manpower status, stock products and sales in every account.

· Preparing reports of sales and inventories.

· Providing marketing materials in every account and In –charge of all marketing activities in every account.
 
Front Desk Officer

Chateau Angelique Hotel / Philippines
May 2003  –April 2004 (11 months)
· Greet guests and provide them with room availability and hotel facilities information.
·  Preparing reports of sales and inventories.
·  Assign rooms to guests and provide them with instructions.
·  Make reservations over the phone and confirm them by providing call back services.
·  Instruct bellhops to escort guests to their rooms and handle luggage.
·  Maintain information of room availability and guests’ accounts.
·  Perform bookkeeping activities such as position charges and computing bills.
·  Collect payments in the form of cash and process credit card payments.
·  Record guests’ comments and complaints.
· Advise housekeeping staff to handle tasks when rooms are vacated.
·  Answer incoming telephone calls and provide information on hotel’s services.
·  Take and relay messages to guests.
·  Issue safety deposit boxes to guests when requested.
·  Accept and carry out wake-up call requests.
· Make cash drops at the end of each shift.
·  Refer guests to appropriate departments to ensure that their complaints are resolved
· Take and verify identification during check-ins.
·  Perform cleaning and maintenance tasks on the front desk.
· Offer guests advice on local shopping and eating areas.
·  Communicate with staff on the previous shift to manage guests’ arrivals and reservations.
· Inform management of any discrepancies in front desk operations.
·  Provide guests with information on entertainment prospects inside the hotel.
·  Provide travel instructions to guests and arrange for transportation.
· Complete and present reports pertaining to housekeeping to the management.
·  Report safety hazards to the management or security officials.


Languages:
· English (Full professional proficiency)
· Tagalog (Native or bilingual proficiency)


Skills & Expertise:

· Marketing Strategy

· Marketing Communication
· Project Coordination

· Strategic Planning

· Event Planning

· Maximizer
· Customer Service Functions
· Computer Literate
· Purchasing

· Staff Training


Education:
· University of San Agustin, Iloilo City, Philippines

Bachelor of Arts major in Political Science
2000 - 2003
· San Jose Catholic School, Iloilo City, Philippines

Secondary Education, 
1996 - 1999
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