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LORELIE 
Email: lorelie.353495@2freemail.com 

Visa Status : Visit Visa 
PROFILE SUMMARY

Motivated & Committed Human Resource Professional with more than five (5) years of experience handling human resources functions and 
services.  Has passion to learn and contribute. Well organized with strong detail orientation. 

KEY SKILLS

	· HRIS and Database Administration 
	· HR Policies and Procedures

	· Benefits & Compensation Admin
	· Team Building

	· Confidential Records Keeping
	

	
	


PROFESSIONAL EXPERIENCE
Bank of Commerce, San Miguel Corporation
Benefits Assistant

HRMDD-Compensation and Benefits Department - Benefits Admin. Section

November 13, 2014 – December 31, 2016
Evaluates and processes employee loans, monitors required documentations and maintains related files

Manages leave module in Oracle eBIZ

In-charge of uniform procurement including monitoring of delivery to employees and payment of billings from provider/ contractor

Processes burial assistance

Processes educational refund applications in accordance with the policies

Advises the Payroll Section of the release of Longevity Bonuses of employees reaching 5, 10, 15, 20, 25, 30 and 35 years of service

Assists in the preparation, planning and logical requirements for Service Awards Rites being conducted yearly

Accomplishments/Special Projects 

Involved in the planning and execution pertaining to uniform 
In charged in the annual leave encashment 
Employee Information Assistant

HRMDD-Compensation and Benefits Department - Salary and Information System Section

July 11, 2011 – November 12, 2014

Monitors, evaluates and processes rank and file permanency
Works with Payroll Accounting Section in the implementation of salary adjustment/increases 
Oversees and documents employees’ transfers and other personnel movements

Monitors the performance evaluation of probationary employees and ensures proper documentation for such

Monitors submission of pre-employment requirements 

Prepares government mandated reports (BSP, DOLE, NSO)

Works with San Miguel Corporate Human Resource in the preparation of various manpower reports and analyses
Processes Junior Officers & Rank & File Promotions

Prepares, evaluates, routes and monitors the resigned employees exit clearance  

Prepares and Reviews Certificate of Employment and Compensation for active and resigned employees

Handles informal background investigation and other phone inquiries/requests

Maintains/safe keep information storage and retrieval system of personnel data and records
Ensures accuracy and comprehensiveness of fact-sheets submitted to various requesting department/ unit heads 

Responsible for ensuring timely delivery of HR service requests 

Responsible for database administration and maintenance (Oracle & BOS/e)

Accomplishments/Special Projects 

Involved in the automation of the Bank’s exit clearance procedure/process

Staff Alliance (Bank of Commerce)

HRMDD-CBAD-Salary and Information System Section

January 24, 2011 – June 23, 2011

Employee Information Clerk
Prepares checklist, personal data and 201 name for newly hired employees

Encodes and sort of documents like Performance Appraisal Form

Reconstruct of 201file/folder

Prepares and updates of fact-sheets and Employment History Card

Maintains complete files of SISS records and must safeguards from loss

Photocopying, faxing, scanning and answering calls

Motortrade Nationwide Corp.

Kapasigan Branch

November 2010 – January 2011

Branch Secretary

Centralizes of all inventory

Prepares and submits to Head Office all required periodic reports

Shall process of registration

Making of Sales document like Sales Invoice and Delivery Reports

Shall handle Petty Cash Fund

Making of Job Order

Encodes Master data through MIS & SAP

Documentation and record filing of customer information

SEMINARS ATTENDED 

Signature Verification & Forgery Detection

June 30, 2012

Professional Image Enhancement Program
July 25, 2012

Effective Communication in the Workplace Program
August 16-17, 2012

HR Helpdesk Writing Program

October 20, 2012

Service Superiority Workshop

April 11-13, 2016

QUALIFICATIONS

Bachelor of Science in Business Administration major in Management w/ Entrepreneurship, Dalubhasaan ng Lungsod ng San Pablo (Laguna, Philippines), 2010.

PERSONAL INFORMATION

Date of Birth
:
May 11, 1990

Status

:
Single

Height

:
5’3
Weight

:
132 lbs.


