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KEY WORDS

Administration Manager, Human Resource Manager, Business Manager, Contract Administrator, Legal Counselor, Academic Lecturer, Training, Recruitment Works, Mediator-Negotiator, Sports and Social Events Organizer, Excellent English, Conversational  Arabic, Complete Staff Works, Saudi driving license, Management Team player, Willing to travel, Immediate work availability

OBJECTIVE
To work on  Human Resource or Administration Management position in a company that encourages growth of efficient and productive employees.
EDUCATION
MBA major in industrial and human resource management (with doctoral units), Aquinas University, 1983, with academic honors

LL.B.(Bachelor of Laws), Aquinas University, 2000, with citation

AB Economics, Bicol State University, 1976, university scholar

WORK EXPERIENCE
Lecturer, Bahwan Cybertek (Oman), March 8, 2007 to present
*Provided academic lectures on Human Resources, Marketing and Office Management      to college students at Ibra College of Technology         
Executive Assistant IV, Office of the Ombudsman(Philippines), August 2002 to February 2007

             *Conducted, evaluation and interview of applicants and outsourcing of manpower
             *Prepared training programs on good governance and employee development
             *Supervised subordinates and installed work methods and procedures

             *Acted as Project Officer of European Union-Philippine Corruption Prevention Project 

               and Integrity Development Project of United States Agency for International Dev’t. 

Marketing Manager, Kurasu Enterprise(Philippines), July 1995 to July 2002

            *Conducted marketing works to the family-owned trading and catering business

Dean of Student Affairs and Graduate School Professor, DBPena Memorial College(Philippines),November 1994 to December 2000

             *Formulated guidelines and coordinated student activities on and off-campus

             *Conducted academic lectures and case studies on business and management subjects.
Business Manager, Arabian Fal Company(Saudi Arabia), July 1988 to August 1994
              *Operationalized the business department as the marketing arm of the company

              *Conducted marketing presentations and negotiations with potential and existing clients

              *Manpower recruitment in the Philippines  including pre-deployment training

*Contract administration of major projects with ARAMCO, United States Army  Central Command(ARCENT), Saudi Arabia Basic Industries(SABIC) and USA Military Training Mission
              *Acted as Project Manager of National Chemical Fertilizer Co. Project as requested by client  company

               >Recipient of Certificate of Achievement from US Army Central Command

Administration Manager, Service Maintenance Co. Ltd.(Royal Commission for Yanbu, Saudi Arabia), October 1985 to January 1988

*Human resource management of around 1200 construction and O & M workers  

  including recruitment in the Philippines, wage and salary administration, 
     training, labor relations, performance evaluation, employees health and safety
               *Promulgated and implemented policies, rules and regulations in accordance with 
     Saudi labor and international laws

               *Office management including design of systems and procedures, installation of 
    cost-reduction and productivity-improvement programs, safety and security rules

               *Organized sports, social events and recreational activities for employees morale

   *Supervise accommodations & labor camps including recreation & catering      requirements
Administrative Officer, Building Care Corporation(Philippines), February 1984 to May 1985

               *Recruitment and training of  employees for placement to company clients

               *Provided administrative support services to operations in terms of materials, 
     supplies, transportation, communications, firearms and ammunitions for security 
      guards

               *Contract negotiations, administration and renewals

               *Inspections/visits to work assignments and  investigations of erring employees

Management Specialist, Office of Budget and Management(Philippines), January 1980 to January 1984

*Reviewed budget proposals and conducted budget hearings of assigned government        agencies including conduct of Management Audit and Improvement Programs
               >National Award as MOST OUTSTANDING ROOKIE OF THE YEAR 1980

Project Evaluation Officer, Department of Social Services and Development(Philippines), July 1977 to April 1979

               *Approved/Disapproved self-employment project proposals of qualified clients

      PART-TIME TEACHING/LECTURE WORKS 
Professor/Lecturer - Polytechnic University of the Philippines, University of Caloocan City, Centro Escolar University, Philippine Women University, Nov 1994 – Dec 2006
Associate Consultant, Resource Consultants Incorporated (Philippines), 1997 to 2004
*Provided advisory and training services to top and middle managers of national companies on human resources, labor relations and productivity improvement.

SELECTED TRAININGS AND SEMINARS ATTENDED
Communications Planning Workshop, January 2006, European Union-Phil Information Agency
Detecting Fraud and Corruption in Procurements, May 2005, World Bank-Ombudsman

Assessors Training, February 2004, United States Agency for International Development-DAP

Records Management, March 2003, Office of the President of the Philippines

Disaster/Emergency Management, November 2002, Office of Civil Defense

Mediation Program, November 2000-April 2001, Philippine Judicial Academy-Supreme Court

Human Resource Development for the 21st Century, February 1994, Philippine Senate
Positive Employee Discipline and Grievance Handling, March 1989, Resource Consultants

Senior Administrators Training, July 1988, International Center for Technology Transfer

Industrial Security, May 1986, Royal Commission for Yanbu, Saudi Arabia

Records Disposal Management Seminar, October 1986, Royal Commission, Saudi Arabia

PERSONAL DATA


Height          :  170 cm.                                                              Weight          : 70 kilos
Nationality  :  Filipino                                                            
    Health              : Excellent
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