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LESTER 
LESTER
.349528@2freemail.com  
POSITION APPLIED:
HR Specialist / Office Administrator / Document Controller / Admin Assistant
QUALIFICATIONS & SKILLS:
· Total of (4) years of working experience in General Administration, Human Resource and Office Support.
· Extensive experience in completing reference checks, preliminary phone interviews, job advertisement preparation, recruitment assistance and the like.  Highly skilled in performing human resource functions for personnel matters impacting business decisions. 
· Extremely proficient in creating, managing and administering HR systems, aligning policies and procedures with compliance laws. Proven record of maintaining department’s data integrity. 
· Possess positive attitude, strong organizational skills and attention to detail with accuracy. 
· Areas of Strength includes: 
· Good in oral & written communication in English

· Can administer, score and interpret psychometric tests

· Ability to conduct behavioral interview & assessment

· Computer application such as Windows, MS Office, Internet & Email

WORK EXPERIENCES:
Vertaccount Inc. - Makati, Philippines

Human Resource Specialist (Promoted)
Dec 2015 – Present
HR Function:
· Responsible in all aspects of recruitment and staffing for the company (Internal & External). Work closely with the Team Managers and provide major support in finding the most qualified candidates for job openings. The role must ensure that all process and requirement in recruitment is delivered on the set target timeline.

· Directly reporting to HR Manager and CEO.

· Checking of pre-employment requirements and ensuring that everything has been submitted before the on-boarding.
· Monitoring and build up of Job Descriptions based on the requirements.

· Monitoring of Performance Evaluation of Probationary Employees for regularization endorsement
Administrative Function:
· Preparation of hiring documents and employment contracts

· Provided administrative support for all HR functions, including filing, copying, general correspondence and support/preparation for meetings, trainings, orientations, executive travelling, etc.
· In charge of on-boarding activities (Induction Schedule, coordination with the local client/s, email creation of New Employee/s Announcement, enrollment to biometrics, bank account application, request of office supplies etc.)

HR Associate

Aug 2014 – Nov 2015
Recruitment:
· In-charge of recruiting staff for the organization; from posting, sourcing, selection, and placement of qualified applicants for vacant position

· Administer pre-employment examination. Performs Interview Assessment 

· Coordinates with the hiring managers in fulfilling the open requirements 

· Prepares & submits hiring status reports to manager 

· Conduct reference or background checks on job applicants

· Schedule or conduct new employee orientations 

· Develop or implement recruiting strategies to meet current or anticipated staffing needs

· Manage timekeeping, assist with payroll, monitor leaves and benefits administration Government-mandated documents: BIR, SSS, PAGIBIG, Philhealth etc.
· Contributes in the implementation of HR events, programs and activities (i.e. outing, teambuilding, gathering, parties, etc.)

· Monitors and documents employee movement – new hire, change in employee status, salary increase, position title modification and resignation.

· Handles employee relations counseling, outplacement counseling and exit interview

· Development and monitoring of consistent implementation of company policies

· Administers Job Satisfaction Survey

PSG Global Solutions - Makati, Philippines

Recruitment Researcher / HR Support

April 2013 – May 2014
Functions:

· Implements tactical sourcing strategies for job requisitions given by hiring managers, recruiters, using job boards and other web-based sourcing technologies

· Receives and log personnel requisitions form from different clients. Sources resume of qualified candidates for specific job orders as per clients specifications.
· Conducts job board and deep web-based research for different recruiting firms and clients

· Prepares and compiles presentation report of candidate databases for specific clients

· Provide administrative support to the HR team such as document controlling, attends to phone inquiry, prepares business letters and requisition of office supplies.

· Accounts handled: Healthcare,  IT,  Engineering, Manufacturing, Accounting & Finance
EDUCATIONAL DATA
2009-2013             
  Bachelor of Science in Psychology
  Far Eastern University
2000-2009

  PRIMARY / SECONDARY EDUCATION

  Diliman Preparatory School
PERSONAL INFORMATION

Age

     
:
24 years old
Date of Birth
     
:
12 October 1992
Place of Birth      
:
Manila, Philippines
Civil Status
      
:
Single
Citizenship
     
:     
Filipino

Visa Status

:
Visit Visa 
