                   BUENALYN 
Buenalyn.93302@2freemail.com 
Objective: To secure a position in the government or private office, to be associated with an establishment where greater opportunities are available, proven ability and successful performance can be utilized for mutual advantage.

Professional Profile: Highly organized and dedicated with a positive attitude. Able to handle multiple assignments under high pressure and consistently meet tight deadlines, willing to work long hours, flexible, self-driven and goal-oriented. Have excellent written, oral and interpersonal communication skills. Thrive on working in a challenging environment.

Have a working knowledge of Legal document formats and Legal processes and procedures. Familiarity with Labor, Civil, Corporate and Administrative Law, legal terminologies and experience in legal proceedings and extensive transcription and scoping skills.

Special Skills: Legal Research; Legal Processing and Documentation; Contracts Review on Lease Agreement/ Concessionaire Contract/ Wholesale & Retailer Agreement/ International & Local Franchise Agreement/ Service Contract Agreement/ Store Maintenance Agreement or Undertaking/Elevator Installation Agreement/Contractor & Sub-Contractor Agreement.

Seminars and Trainings Attended: 
Paralegal Training, Integrated Bar of the Philippines and the Philippine Law School, January 2003.

Paralegal  Training, Malacanang Palace, Manila City, 02 April 2002.                                          

Amendments to the Rules on Civil and Criminal Procedure and E-Commerce Law and the Rules on Electronic Evidence, Integrated Bar of the Philippines-Pasay-Paranaque-Las Pinas-Muntinlupa Chapter, 12 October 2001.

WORK EXPERIENCE 

LEGAL ASSISTANT-TECHNICAL SUPPORT SPECIALIST FOR CORPORATE COMPLIANCE

LEGAL AND CORPORATE SERVICES DIVISION – LEGAL SECTION

PHILIPPINE SEVEN CORPORATION

7/F The Columbia Tower, Ortigas Ave., Mandaluyong City

724.44.41-53/727.64.41/705.52.00 loc 204

(May 14, 2007  - February 15, 2009)

Duties and Responsibilities:

●Legal Assistant/Legal Coordinator/Legal Researcher/Legal Support Specialist.

●Assist the Corporate Secretary in preparing correspondences, file custody and management and other transactions of the company, its subsidiaries and affiliates.

●Assist in ensuring timely submission of reportorial requirements of the company, its subsidiaries and affiliates to government agencies concerned through proper monitoring.

●Coordinates with different offices of the Directors/Shareholders on corporate meetings and other special meetings.

●Monitoring and arranging the materials for the scheduled corporate meetings and other special meetings

●Coordinates with External Auditor and Stock and Transfer Agent to render services for corporate governance.

Specific Services.

●Assist in the requirements of expats for visa and permit applications/renewals and house lease and other related services

●Website update on investor relations and assistance to address shareholders queries

●Assist retirement committee in setting meeting and annual update on actuarial valuation

●Monitor SEVN shares and shareholder subscriptions

●Document custody and management of corporate transactions and minutes

●Assist Unit Managers in coordinating schedules and meetings

●Supervise day to day activity of liaison staff

●Prepare weekly reports and updates

●Process internal request/s tasks assigned from time to time

●Preparation of Inter-office memo relating to Notice-Agenda  of the Board of Directors Meeting; Inter-office memo on Minutes of the Annual Stockholders Meeting; Inter-office memo on Minutes of the Board of Directors Meeting 

●Review of provisions relating to Implementing Rules and Regulation of the Securities Regulation Code; Articles of Incorporation and other related corporate matters.

●Monitors and keeps a record of stock transactions of the company.

●Assist in the preparation of reportorial requirements of the company

●Monitors and keeps a record of stock transactions of PSHC and CDI.

●Coordinate with Securities & Exchange Commission (SEC) and Philippine Stock Exchange (PSE) on new policies and rules regarding amendments in Articles of Incorporation and By-laws.

●Assists Stockholders on their queries regarding status of shares of stocks.

●Acts as a coordinator for the Stockholders, Board and Executive Committee meetings of the company

LEGAL-ADMIN ASSISTANT/LEASE CONTRACT SPECIALIST/PURCHASING OFFICER

HEAD OFFICE- FRANCHISE AND EXPORT DEPT.

SUYEN CORPORATION/BENCH 

2214 Tolentino St. Sta.Clara, Pasay City, Metro Manila,1304

777.78.88 loc 120 and 173

(February 14, 2005 – April  30, 2007)

Duties and Responsibilities: 

●Preparation and Review of Lease Contract (company owned stores)

●Preparation and Review of Concessionaire Contracts

●Preparation and Review of Local Franchise Agreements

●Preparation and Review of Local and International Wholesale Contract.

●Preparation of Contract for Service Provider.

●Preparation of Lease Summary and Monitoring of Contract.

●Preparation of Authorized Retailer Agreement.

●Preparation of Award Notice Amendment

●Legal Documentation.

●Inter-office memo relating to Mutual Release & Quitclaim; Joint and Solidary Undertaking; Additional Area for the three (3) day Sale; Extension of Temporary Area; Salient Conditions  

●Monitoring of Lease Contracts and new projects; Franchise & Wholesale Agreement and Concessionaire Contracts. The monitoring includes term of renewal and coordination with the Project Coordinator. 

●Coordination with the Accounting Department re Preparation & Computation of Lease Summary that requires Basic Accounting skills.

●Performs administrative assistance, executes secretarial function and commissioned to practice multi-tasking.

●Prepares Memorandum of Agreement (MOA) for Home Shopping Network; review and examine Contract of Lease and Service Contract Agreement for all Gourdo’s branches. Monitoring of IPO and Trademark.

●Prepares business correspondences, concession agreement; reports, inter-office memos or written communication, edit documents, draft proposal letter to suppliers and company-owned stores.

●Arrange and organize meeting schedule of the Managing Director. Diary management.

●Responsible for buyers trip abroad, exhibit registration and hotel reservation/accommodation, travel itinerary and other foreign engagements.

●Request for Pull-Out, Job-Order Request, Fixed Asset, Accountability and Safe Keeping of deliveries to Geologistics Warehouse (GSD2).

●Accountable for creating Purchase Order (PO) to suppliers using Quick Books System.

●In and Out of Inventory Transfer Order (ITO);Quality Control Inventory Receipt (QCIR);Issuance of Supplies Delivery Receipt (ISDR) and Request for Cash/Cheque Payment in the Quick Books.

●In and Out of Cheques and Approved  Purchase Order from Home Shopping Network (HSN), Duty Free, Logistics, Purchasing, Merchandising Department, Home and Office Limited, Bargain’s in a box, Swiss Deli Restaurant, Value City, Gourdo’s Retail and Café, Sleep Care and Living Well Home Stores.

●Invoice Processing.

●Call for details; screening calls; answer and route calls using a multi-line phone system and direct calls to appropriate individual in its respective department; over-all responsibilities include generating mass e-mails, filing, faxing, copying, records/file maintenance, communications drafting and data compilation.

●Calendar management and scheduling appointments; meeting preparation and assistance.

●International/Domestic travel arrangements.

●Provides administrative support, project coordination and purchasing assistance with contractor/consultant as needed for the preparation of their reports, proposals and presentations.

●Monitoring of Bids, Proposals/Quotations and Weekly Shipment Status.

●Provides Legal assistance for an organized consultancy firm with fields of expertise in the line of research and development which focuses on feasibility studies, and architectural and engineering designs, in three (3) different functions of business, to wit: Mining, Property and Construction. Other field of business is trading of construction materials, documentation services for domestic project in the Philippines.
●Sourcing for Manpower Request

●Support the other department/stores in their manning requirements.

●Create an active pool of applicants with minimal cost like networking, flyers and poster distributions and saturation drives.

●Actively participate in school/campus job fair.

●Maintain an active communication with other HR-practitioners.

●Coordinate with the General Employment Services and check if the store’s manpower requirement is within their budget to ensure that the right person is hired for the right job.

Recruitment Functions

●Screen and interview candidates to see if he fits  the position he is applying for.

●Assist the Psychometrician with respect to schedule for psychological exam and evaluate the test result.

●Coordinate with the requisitioning department and schedule for interview.

●Facilitate submission of requirement if the candidate is qualified and prepare the necessary document for payroll, HRIS and records.

Movement and Transfer Processing

●Determine whether an employee is ready to occupy a higher post or still needs additional training.

●Ensure that the transfer is properly documented.

●Monitor if all employee movements are covered with Employee Movement Form.

●Coordinate with the store/department concern.

●Report all separated/transferred/absence without leave (AWOL)/resigned employees to HRIS, payroll and asset management group (AMG).

EOC/PAF MONITORING

●Ensure that all contractual/probationary employees are evaluated in their fourth month to determine if the employee is for regularization or for termination.

●Prepare a memo for the Dept. Head to inform them that the employee under their supervision is on their fourth month and they should decide whether they would keep the employee or not.

●Send a performance Evaluation Form if the employee is for regularization and Notice of Cessation if the candidate is for termination.

Manpower Count Monitoring

●Keep an updated master list of all warehouse clubs, head office and affiliates/employees.

●Coordinate with HR-Store Supervisor to ensure that the master list would be submitted on time.

●Summarize the Manpower Count and submit the accurate report to Recruitment Manager and VP-Admin.

Employee Orientation

●Orient newly hired employees about the company rules and regulations, company history and customer service.

Agency Billing

●Supervise the assigned staff in checking the billing statement input against the timecard/log sheet and ensure if the required attachments are submitted.

●Ensure that the staff submits the top sheet and billing statement to the Accounting Department on time.

Exit Interview

●Help in conducting exit interview for resigning, finish contract and terminated employees.

●Summarize the major reasons why the employee would like to be separated with the company.

ENGLISH LANGUAGE CALL CENTER AGENT-TUTOR FOR KOREAN NATIONALS

ENGLISH TALK INC.

8 Wack-Wack Road corner Shaw Boulevard Mandaluyong City, 1550

( July 21, 2003 – January 17, 2005 )

Duties and Responsibilities:

●On-line teaching of the English Language.

●One on one Conversational English Session with a Student

●Business /Legal Management Class 

●Technical Writing & Reading 

OTHER PART-TIME WORK EXPERIENCES/PRACTICUM:

EXECUTIVE ASSISTANT/LEGAL CONSULTANT TO  THE EXECUTIVE DIRECTOR

DEPARTMENT OF TRADE AND INDUSTRY– INTERNATIONAL COFFEE ORGANIZATION CERTIFYING AGENCY (ICOCA)

5/F New Solid Bldg. 357 Sen. Gil Puyat  Avenue, Makati,1200, Philippines.

Duties and Responsibilities:

●Legal Aide for direct marketing and promotion in its objective to market and promote Philippine’s Coffee in China.

PROPERTY CONSULTANT

ANTEL LAND HOLDINGS

105 Neptune Street, Bel-Air II, Makati City

Duties and Responsibilities:

●Transact business to clients purchasing condominium units. Customer Service.

●Attend and assist client on inquiries and other consultation needs.

●Documentation of all transactions received.

●Telecommunications Marketing.

LEGAL RESEARCHER/RECORDS CUSTODIAN

DEPARTMENT OF LABOR AND EMPLOYMENT

RECORDS DIVISION-DOCKET RECORDS SECTION

8/F Palacio del Gobernador  Intramuros, Manila

Duties and Responsibilities:

●Accountable for Termination, Dismissal and Closure of Establishments

●Proper documentation of all Compliance and Dismissal cases

●Accepts Summons, Petitions and Motions for Reconsideration

●Receives Collective bargaining Agreement

●Preparation and Checking of Court Order Statements and other reports

●Attend and assist clients on inquiries and other transaction/consultation needs

●Filing/Documentation and Typing of Documents. In-charge in the maintenance of Labor Order register notebook

●Custodianship of Business Working Permits.

PERSONAL DETAILS

Date of Birth
  : 
24th December 1977

Marital Status
  : 
Single

Nationality          :
Filipino

EDUCATION

Bachelor of Laws ( L.L.B. )

Philippine Law School

F.B. Harrison, Pasay City, Philippines

1998-2003

Secretary, Philippine Law School Student Council Organization 

Member, Philippine Association of Law Students

Bachelor of Arts in Political Science

Centro Escolar University





Mendiola, Manila

1994-1998

LANGUAGES
Tagalog – 

Native tongue 

English – 

Expert 

Hangul Korean- 
Beginner

OTHER SKILLS

Computer skills on Microsoft Applications; Excel; Power point; Internet

Quickbooks

