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 MARIA
MARIA.94719@2freemail.com   
         

                           

Desired Position :  ~HR & ADMIN, BUSINESS DEV’T.  or  OPERATIONS  LEAD/ SPECIALIST Position; EXEC. ASSISTANT ( to any top position like Director,GM, VP,etc)  or any position similar or related to my expertise & experiences; 
A well organized team player who is detail-oriented and able to handle multiple tasks. Exceptional Human Resource & Administration background which extends but not limited to  Recruitment, Selection & Placement, Training & Development, Welfare, Benefits Planning & Administration, Employee Relation, General Office Management, and Organization Development; 
CAREER OBJECTIVE

· To put to use and to further develop my skills and expertise in Human Resources Management and  Office Administration
· Exploring career opportunities in Human Resource Practices with broad-ranged background in all facets of Performance Management & Employee Assessment,; Hiring, Training and Professional Development; Labor and Employee Relation/ Discipline; Policy Formulation & Revision
· Have track record of HR duties. Skilled in creating/managing highly productive team endeavors. Adept at meeting stringent deadlines on a consistent basis. Well organized with strong detail orientation. Excellent communications, relationship building and interfacing skill sets
STRENGTHS AND SKILLS

· Knowledgeable in  formulation / revision of Company Policies, Rules & Regulation,  Code of Discipline
· Skillful in coaching, counseling and negotiation  techniques including Collective Bargai ning
· Expertise in managing the company’s over – all operations either outsource or office management business; from placement, staff supervision,  payroll , marketing & customer  or client relation,  to financial / collection control.

· Experience in both ISO 9000: 2000 : ISO 14000: ISO TS 16949:2002

· Skillful in trouble shooting  outright  operational problems
· Conceptualize and prepares  training modules 

· Skillful in preparing CASE REPORTS
· Excellent skill in Human Relations.

· Excellent  written and oral communications. skills

· Have handled up to one thousand one hundred employees.

· Can work under pressure and a good team player

· Experience on both Service and Manufacturing Companies.

· Highly articulate, aggressive and results oriented.

· In- depth interpretation of psychological tests

· In depth  Performance  Management  System skills

RECORD of EXPERIENCES
THEMEBUILDERS PHILIPPINES CORP.Zambales, Pampanga, PHILS. 

  February 2007 – Feb. 28, 2009

 HR & ADMINISTRATION CONSULTANT owns & Operates by Mr. John  & Cristina Swartebroeckz   

· Attends all labor related cases as summon from the Dept. of labor & Employment or DOLE
· Gives advices on HR & Admin concern

· Prepares the Code of Conduct & Discipline  & other policies
· Conducts a minimum of twice (2)  monthly company / plant visit located in Pampanga

· Undertakes queries and gives advises to the owners of the company  & it’s representatives;
STARBIKE GRP OF COMPANIES /  BMAI  MANPOWER SERVICES,  INC. /  MULTISTAR INTERNATIONAL
153 Quirino Ave., Baclaran, P’que City,   PHILS. 




May 2, 2007 – Feb.28, 2009


 

Associate Partner   to the President  concurrent as   ORGANIZATIONAL &  DEV’T. / OPERATIONS MANAGER

A group of companies, a motorcycle mfg company with  55 motorcycle store branches on nationwide  operation;  with  1, 200  employees  &  w/ three (3) separate ofcs. (client are Toyota,  EGL  forwarding services,  PAGCOR, STARBIKE Motorcycle Branches; & Mariwasa Tile Company;

· Set – up the  International  manpower  services company in last qtr. Of 2008

· Initiates formulates and implements company wide polices and procedures on Manpower planning, consistent with the company’s business philosophy and supportive of the organization’s goals.

· Designs and implements developmental programs for all employee levels to strengthen organizational effectiveness.

· Provides managerial staff with technical and professional advice and guidance on major policy interpretation, administration and implementation issues.

· Acts as chief spokeswoman during management Employee council negotiations and DOLE meetings.

· Provides leadership in organizational development to define organizational structure, work relations, accountability, to produce an inspirational work climate.

· Designs and implements total compensation strategies and policies based on sound compensation principles.

· Plans, develops and implements employee relations programs aimed at productive labor management relationships & industrial peace;
· Conceptualizes monitors and participates in the implementation of the total quality programs including its support program and systems development and administration.

· Formulates corporate training plan / programs of the Company.

· Provides leadership  on  consistent implementation of the Company’s Code of Discipline.

CLARMIL MFG. INC.  – GOLDILOCKS BAKESHOP INC. 


# 43 Bgy.  Mamatid, Cabuyao, Laguna, PHILS.
EMPLOYEE RELATION’S  MANAGER




 June 2005 to  April 30,2007

Reports to the Quality Assurance Mgr / HR Mgr, and General Manager;  Leads and control the Employee Relations Section of the company which extends but not limited to Recruitment, Welfare & Employee Development, Training; Labor  and Employee  Relations & Discipline, includes handling labor related cases filed AT National Conciliation & Mediation Board & Dept. of Labor & Employment; General Administration, Facilities, Canteen, Security; Organizational Development;  to achieve corporate goals and objectives;

· Initiated and established a Grievance Procedure System as part of the authorized Collective Bargaining Agreement (CBA) for RF ees;
· Initiated  a companywide  LMC  system as part of governing rule of the ratified Collective Bargaining Agreement  consists of  different committees’  from union and management rep;
· Prepared and revised various policies, procedures and guidelines & CCD of  the co.
· Conceptualized and  conducted  various in – house seminars & trainings like Grievance awareness, LMC, leadership, team building etc.

· Conducts Counseling sessions to the concerned and affected employees.

· Revised  Psych Testing System used by  HR  in recruitment to  effectively recruit and simplify ways in determining the right candidate for a certain position.

· Handles any dispute arises in DOLE – NLRC and NCMB.

· Initiated the strict implementation of HRIS or Human Resource Information System for documents control.

· Manages the Registration  and renewals of licenses in DENR, LTO, DOLE  and various contracts  of the company like the corporate lawyer, labor lawyer, co. doctor, dental, canteen, etc.

· Handles  and ratified the first Collective Bargaining Agreement of the Company and the rank and file  Union  supported by KMU.

ACABAR MARKETING INTERNATIONAL, INC.

JMBC Bldg., Rockefeller st., San Isidro, Makati City, PHILS DEPARTMENT HEAD   /   ASST.  HUMAN RESOURCE MANAGER


March  2004  - June  2005

An Int’l.  Mktg.Co. handling: Wyet Medicines & milk,, Johnson2, Coca2, San Miguel Foods & Beverages, Rebisco Corp. Nokia,  Globe;
Reports and assist the Vice President / part owner of the company;

Leads and control  the  Human Resource Department of the Company from Head Office to nationwide branches which covers all facets of recruitment,  benefits program, documents and records control, employee discipline which extends in handling  terminable cases filed in DOLE-NLRC for arbitration, training program and Organizational Development.

· Formulates  & implements Code of Conduct & Discipline and various policies, procedures and guidelines on Manpower planning, consistent with the company’s business philosophy supportive to organization’s goals. 
· Conceptualizes  various In – House  Seminar – Training  based from TNA result as part of the Performance Management System
· Initiates & implements  counseling sessions from ranks to supervisory level  resulted on uplifting of employees  specially the supervisors leadership morale.
· Revises and provides a simplified but much effective HR Testing System.

· Povides managerial staff with technical and professional advice and guidance on major policy interpretation, administration and implementation issues.

· Acts as chief spokeswoman during Management Employee council negotiations and DOLE  hearings
· Provides leadership in org’l. dev’t. to define org’l. structure, work relations, accountability, to foster harmonious  working climate.

· Plans, develops and implements employee relations programs aimed at productive labor mgt. relationships and industrial peace.

· Conceptualizes monitors and participates in the implementation of total quality programs including its support program and systems dev’t. &  Admin;
SANRITSU GREAT INTERNATIONAL CORP.
     
Carmelray Industrial Park 1, Canlubang, Calamba,Laguna, PHILS.
HR  and  GEN. AFFAIRS  MANAGER




September 1, 2003 -  Feb. 29, 2004

Directly reporting to Japanese Director for both Laguna ands Cavite, leads and controls  the  General Affairs Department  covering HR and Administrative function of the Company  which extends but not limited to  security, janitorial, facilities maintenance, canteen, vehicle services, purchasing, logistics,  deliveries including the personal need of the expat officers like the President. 
KASUMI  INDUSTRIAL  PHILIPPINE CORPORATION

Lot C3-6 Carmelray Industrial Park 2, Calamba, PHILS.
ASST. ADMINISTRATION MANAGER 



      
February  2002  -  April  2002

Directly reporting to Japanese owners, leads and control  the  General Affairs Department concerning HR   and Admin  matters csecurity, janitorial, facilities, canteen, vehicle services, purchasing, contracts and among others.

ASIA BREWERY,  INC.

Lucio Tan Grp of Cos.
Bo. Sala, Cabuyao, Laguna, PHILS.




HR  /  LABOR RELATIONS  OFFICER   
handled  (2) Mfg.  Plants, Glass  & Plastic  Plant

September 1999  -  Feb.  2002

Directly reporting to  two Chinese expats as co owner of the 2 mfg. Plants,  Reports to the VP; & Corporate HR Mgr; with 1200 employees, regular and contractual assigned thereof;
OTHER WORK EXPERIENCES

CASIO PHILS CORPORATION




First Cavite Industrial Estate, Dasmarinas, Cavite

HUMAN RESOURCE  SUPERVISOR






June 1998  - June 1999  


UNIWIDE SALES  REALTY AND  RESOURCES CORP.Uniwide Metromall,  


Pamplona, Las Pinas City, PHILS
HR  and ADMINISTRATIVE SUPERVISOR / HEAD   - Mall  Operations &  construction: 
   Sept, 96 -  March  1998

NAKAGAWA CHEMICALS EQUIPMENT PHILS., CORP.


  #370 El Grande ave., BF  Homes , Paranaque City

EXECUTIVE ASST cum  ADMINISTRATOR





June 1996  -  August 1996

PIDCO STRUCTURES & CONSTRUCTION INT’L.  


Teoville Subd., BF homes, Pque City, PHILS.
ASST. to the  HR   MANAGER






June 1995  - June 1996

STA.ROSA MOTOR WORKS, INC.  -  COLUMBIAN MOTORS CORPORATION           Mfg. Plant of Nissan Diesel buses & kia

HR  & ADMIN ASST / PSYCHOMETRICIAN 




August, 1988   - June 1995
EDUCATIONAL ATTAINTMENT

High  School

· Ramon Magsaysay High School, 1982, Honor  Society, NCEE Rating – 90%

College

· Polytechnic  University of the Philippines, 1986, AB Major in Industrial Psychology  

· Cathedral of Praise Bible College, Church Administration, 1989, (48 Units / 1 year)

· Polytechnic University of the Philippines,  Masters in Public Administration & Phil. Governance,  2007- (48 units)

Other Short Courses
· STI Alabang, Muntinlupa City, PHILS - Computer  Courses,  1987  -   Basic Computer System – Windows Application

· UP SOLAIR, Diliman, QC, PHILS -   Study & Comprehensive review on the 124th Labor Laws ( The Labor Code of the PHILS
· Certificate on PRACTICAL INDUSTRIAL ENG’G.STUDIES
AIM Consultant

July 2006

SCHOLARSHIP GRANT

Two (2)  Years Scholarship  & Training  Award

KONRAL ADENEUR FOUNDATION  -   Brotherhood of Asian Trade Unionism (BATU)  Federation of Free Workers
AFFILIATION

Voted  as  officer / Board of Director -   PERSONNEL MANAGEMENT ASSOCIATION OF THE PHILS

            Calabarzon, South Luzon, PHILS

SEMINAR – TRAININGS ATTENDED
· Job Evaluation, Wage and Salary Determination – PMAP

· Sourcing Funding for Training  Programs-  TESDA/HRMAC

· First  Aid  in the Workplace,
  DMMC

· Excellent  Customer  Service
· Consultative  Seminar on Occupational,
 DOH
· LABOR Contractualization,
 Atty. Josephus  Jimenez

· Latest revisions in the Phil Labor Code,  - Feb. 16, 2001

· ISO  9000:2000 Awareness Seminar- RRS Consult  Jan. 2,2001

· Empowerment of Mgmt.- RRS Mgmt. Consult.,

· PEZA- CEZIA  Labor Advocacy, 

· Seminar in labor Standards & Rosario, Cavite Labor Relations, March 21, 2001

· Leadership  Seminar - RRS Mgmt. Consulting, , March 24& 25, 2001

· Supervisory Skills Seminar


December 1993

· LMC WORKSHOP


June 1994

· Effective Management Program

June 3-5,1997

· Business Protocol Workshop 
-

Sept. 23,1997

· Labor Relations Workshop


July, 1997

· Seminar on Industrial Peace & Harmony (LMC)
July 21, 1998

· Dual Training System - TESDA

October 27,  1998



· ISO Setting Quality Directions
 

August 14, 1998

· ISO Documenting the Quality System   

August 24, 1998

· Trainers Training Program
T  E  S  D  A
November 27, 1998


· Trainers Training Methodology Course



· Certificate on Internal Quality Audit
Rosehall 
December  14 &15’98

· Work Values, Key to Corporate Success
PMAP - 
April 29, 1999

· CBA Negotiation Techniques

PMAP (
March 08, 2000

· Back to Basics  & CRR Implementation

May 05, 2000

· Trash Course on Labor Relations

April 26, 2001

· Certificate on ISO 9002- 2000 version

Dec,2003 – Jan.2004

· Supervisory Skills Workshop


April 2005

· LEADERS & TEAM PLAYERS WORKSHOP
May 2005

· Basic Forklift Operation and Safety Seminar
March 18, 2006

· Strengthening your Supervisory Skills
PMAP 
March 2006

CHARACTER REFERENCES WILL BE AVAILABLE UPON REQUEST
CERTIFIED TRUE AND CORRECT TO THE BEST OF MY KNOWLEDGE & INTEGRITY.
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