ROSANA 
Rosana.357739@2freemail.com


OBJECTIVE

           Seeking a position that will allow for continued professional growth, offering an environment in which advancement is based on the strength of individual's contribution to the realization of organization goals.

 
EDUCATION
Tertiary:   
SAINT MICHAEL’S COLLEGE OF LAGUNA PLATERO BIÑAN LAGUNA   

                                BACHELOR IN SCIENCE IN BUSINESS ADMINISTRATION 

                                     MAJOR IN HUMAN RESOURCES MANAGEMENT
Secondary:
 PULONG STA CRUZ NATIONAL HIGH SCHOOL STA, ROSA, LAGUNA       
Primary: 
 PULONG STA CRUZ ELEMENTARY SCHOOL STA, ROSA, LAGUNA       

JOB EXPERIENCES

HR OFFICER


Cronics, Inc. (manufacturing of plastic injection & mold products in CPIP Batino Calamba)


From June 28,2016 up to Feb.28,2017
· In-charge of Recruitment, Compensation & Benefits Administration, 

· Conducts exam administration, interview, Plant tour and company orientation

· Prepares Employment Contract, Job Description, Appointment Letter, Employment Certificate

· Monitors Qualification and Training Matrix and Training Needs Analysis (TNA)

· Process mandatory benefits, loans, sickness, maternity benefits 

· Main person for Korean Visa & Alien Employment Permit (AEP) processing, 

· Monitoring and implementation of Company Rules and Regulations

· Knowledgeable and compliant of General Labor Standards and Laws

· Administering disciplinary actions and gives necessary notice to employees

· Counseling erring employees and gives necessary trainings and seminars

· In-charge of awarding of monthly model employee

· Distributes company uniform and company ID

· Monitoring of Company Car Insurances and Car stickers

· Prepares Organizational Charts, business letters and correspondences

· Manages company events such as Annual Physical Exam, summer outing, Christmas Party and other events.
· Liases with gov’t office such as PAG-IBIG, SSS, BIR, Philhealth, PEZA, DENR(Permit to Operate) 

MAXIM DE HUMANA INTERNATIONAL INC.
BO.DIEZMO, KPI WAREHOUSE CABUYAO, LAGUNA

March 28, 2016-June 27,2016

· Process mandatory benefits report, loans, sickness, maternity

· In-charge of Recruitment, Compensation & Benefits Administration, 

· Liaises with gov’t office such as PAG-IBIG, SSS, BIR, Philhealth,
· Responsible for Purchase Order of company uniforms, office supplies and other request
· Responsible for preparation of suppliers quotation on pricing comparison

· Direct contact to the suppliers for Purchase order

· Responsible for monthly inventory report

· Responsible for monthly costing report regarding purchasing.

· Responsible for issuance of uniform of all employees.

Jacquiline Aguilar Ortho-Dental Clinic 

Shop 29, Paseo 3 2nd floor ,

Sta. Rosa, Laguna

October 29, 2012 up to Feb.15,2016
General HR Staff
Recruitment & Selection

· Provide manpower needs based on agreed timelines and standard recruitment process

· Provide initial interview

· Sourcing and Screening for qualified applicants

· Conduct orientation for newly hired employee
· Ensure that all statutory requirements/ reports to government agencies are updated ( R1A, ER2, HMDF )

· Monitor leave records of all employees. Ensure that all leaves are documented and signed off   

· Ensure proper recording of al resignation documents i.e clearance form, exit  interview form

· Ensures proper documentation on any changes in salaries, wages benefits and related actions for future references 

· Prepares job offer, employment contract in accordance with standards of the company

· Conduct benefits orientation program for new hired

· Manual encoding of time-keeping entries to payroll

· Overall responsible of  payroll & loading of all employees 

· Monitor and administer the leave records

· Maintenance of HR Information System details including setting up/ maintaining all positions, reporting lines, work movement, labor  allocation and termination

· Filing of all Human Resources related documents

· Assist employees with Human Resources related issues.

· Monitor Incoming and Outgoing IVR ( Incident Violation Report)

· Prepares Admin Hearing Schedule

· Prepares Disciplinary Action Record Evaluation ( DARE)

· Responsible for Audit of All documents submitted report of all clinic & company DTL/WTL

· Overall in charge of Auditing of all clinic sanitation & proper hygiene
· Responsible for Auditing of All company Collection and statement of Account

· Responsible for monitoring  new Ortho patients of all clinic & Company
H&H INDUSTRIAL MARINE&ALLIED SERVICES, INC.

113 Main North Ave.cor Commerce Road Laguna Technopark Biñan, Laguna

Jan.23,2012 up to October 17,2012
Position: HR Assistant/Treasury

· Provide manpower needs based on agreed timelines and standard recruitment process

· Provide initial interview

· Sourcing and Screening for qualified applicants

· Conduct orientation for newly hired employees

· Ensure that all statutory requirements/ reports to government agencies are updated ( R1A, ER2, HMDF )

· Monitor leave records of all employees. Ensure that all leaves are documented and signed off   

· Ensure proper recording of al resignation documents i.e clearance form, exit  interview form

· Ensures proper documentation on any changes in salaries, wages benefits and related actions for future references 

· Prepares job offer, employment contract in accordance with standards of the company

· Monitor and administer the leave records

· Maintenance of HR Information System details including setting up/ maintaining all positions, reporting lines, work movement, labor  allocation and termination

· Filing of all Human Resources related documents

· Assist employees with Human Resources related issues.

Integrated Micro Electronics Incorporated ( IMI )
NORTH SCIENCE AVENUE LAGUNA TECHNOPARK

SPECIAL EXPORT PROCESSING ZONE BIÑAN LAGUNA
June 2004 to Feb.27 2009

Production Encoder
    Objective: To be able to give correct and accurate data in contributing production improvement.

Duties and Responsibilities

 Manpower monitoring
· To monitor  manpower production headcount actual versus official headcount.
· To monitor  operator’s designated station and lines to be accounted.
· To monitor operators and line’s performance.

· To monitor lines required headcount.
 Basic Timekeeping

· Monitoring of production overtime and any transaction  that related in  payroll.              
· Monitoring and filing any unpaid overtime and any transaction.

· Giving correct filing before cut-off period to minimize locking.
· Encoding and monitoring operator’s output daily performance for the appraisal   period.
· To give correct and accurate data.

· To monitor line’s yield for production improvement.

· Monitoring of lines daily performance.
  ON THE JOB TRAINING
   Matsushita Electric Philippines Corporation (PANASONIC )

   102 boulevard Techno Park Sta, Rosa Laguna

   April 08, 2003 to May 15, 2003
Production clerk 
· Typing any incoming transaction and making purchase invoice requesting by production  in purchasing department. 
· Receiving purchase invoice to the supervisors/ requesting quotation 
· Sorting operator’s files  in operators monitoring improvement (giving incentives).
· Encoding incoming applicant files and transferring applicant to the prospective company.
· Giving exams to the applicant and orient them to the mission, vision and policy of the agency.
PERSONAL INFORMATION

Name: Rosana 
Status: Single

Birthday: Sept. 18,1982
Height:5’0
Weight:120lbs
Religion: Catholic
