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Employment History: 

1. January 2007-June 2007
    HR & Admin Supervisor    
NATURALE LABS INC.

        



            (Manufacturing Company)

Job Description

Recruitment:

· Advertising job vacancies based on the manpower requirements, assessing applications, interviewing applicants, administering exams, preparing reports, and making recommendations to management about staff appointments.
· Reviewing organizational chart in case of overstaffing, overlapping of job responsibilities etc. and recommending changes to match the current structure.

· Analyzing the skills and qualities required for each particular job and developing job descriptions and duty statements 
· Offering and negotiating salaries for newly hired employees based on the existing rate on the salary structure of the company. 
Compensation and Benefits

· Maintaining employee 201 files and also on matters such as wages, leaves and trainings, and prepares associated management reports 
· Checking the daily time record and preparing and computing the payroll to be submitted to the accounting department for checking
· Preparing reports on government deductions such as PAG-IBIG, Philhealth and SSS.
· Assisting employees in their application for salary loans and scout for other agencies, which could provide loans for employees to assist them in their financial needs.
· Review salary structure and advise all project heads for changes, adjustments. etc.
Employee Relation:

· Interpreting company’s rules, policies and regulations for implementation as well as reviewing regularly the policies amended by Philippine Labor Code.
· Planning and organizing yearly events such as staff training program and evaluation, team building activities, company anniversary, outreach programs, and Christmas party. 
· Implementing disciplinary actions according to the policies, rules and regulations of the company.
· Addressing the psychological needs of employees in terms of counseling 
2.  August 2006-December 2006   HR & Admin Supervisor         MEDICOTEK INC.









            (FCMG Company)

     *see above job description

3. August 2004- August 2006
        HR  & Admin Supervisor
EXCORE INC.








             
(Real Estate Company)
    *see above job description)

4. August 2003- August 2004
    Human Resource Officer           Kester Grant College
 



                                                          (Educational Institution)


· Oversee all HR functions such as personnel movement, employment and manpower planning, formulation of salary and benefits administration, formulation and implementation of policies and programs, check payroll processing, plan company programs such as mini teambuilding activity, recreational progam, etc.
5. August 2002-Jan 2003:    Administration Coordinator           The Westin Philippine Plaza









(Hotel)
Job Description:

1. Handle all matters that involve casual staff like monitoring their work schedule, efficiency and work attendance.

2. Coordinate with the different department head to ensure the work efficiency of the casual staffs. 

Education:

· Masters in Business Administration Units- University of the Philippines Diliman, Quezon City.
· BA Social Sciences major in Psychology-Sociology: University of the Philippines, College Baguio

· Highschool Diploma: Cagayan State University (belong to top ten of the graduating class)

Eligibility:

· Civil Service Examination (Sub-Professional): passed, with a rating of 87.6

PERSONAL INFORMATION:
Age: 26




Marital Status: Single
Nationality: Filipino



Visa Status: Visit Visa 

Seminars and Training Attended:

· Latest Amendments on the Philippine Labor Code ( JRF Business Institute): February 21, 2006, Shangrila Hotel, EDSA

· Language and Personality Development (INFOASIA): July-August 2003. Makati City
· Marketing Research (CEC): December 2002
· Housekeeping and Personality Development of Hotel Personnel (Interlink Manpower Development): October 2002

