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Work Experiences

TELEPERFORMANCE INC.

Human Resources Site C&B OIC 
Compensation and Benefits
April 15, 2013 to Present
· Performance Appraisal and Salary Increase

· Evaluates, recommends and documents appropriate salary adjustments for movements related to Promotions and transfers of agents up to Middle Manager level
· Implementation of Annual Salary increases for support and agents employees (Performance/Non Performance Based)
· Evaluates and processes salary adjustments due to payroll / increase disputes
· Prepares monthly over-all salary information report for all sites across the Philippines
· Job Offer


· Conducts Job Offer for Rank to Manager Level for Support Group.

· Employee Movements and Documentations
· Processes and documents employee movements related to transfers, promotions and change in compensation packages.
· Facilitates changes of employee records in system 
· Benefits Administration
· Responsible for the end to end administration of government mandated  & company benefits (i.e Loans, statutory updates, HMO etc.)

· Documents and updates changes in employee information which have a bearing on the company and government provided benefits (e.g. change in civil status, additional dependents, transferred employees)
·  Employee Records
· Ensures accuracy of employee records in CCMS
· Prepares Certificates of employment 

· Recruitment (for Rank to Middle manager level HR Vacancies)
· Conducts Initial interview/screening of applicants 
· Prepares and processes documents/papers for employment
· Conducts reference check
· Prepares employment contract and/or appointment letter of successful candidates
SHOPPING CENTER MANAGEMENT CORP.
Human Resources Officer
Head Office- Office of the VP for Human Resources.
December 2012 to April 2013
I. Compensation & Benefits 

· Implementation of Performance Based - Annual Merit Increase
· Oversees Branch / Mall based Human resources in matters related to benefits administration; ensures processes are aligned in all branches.
· Supervises Four Human Resources Assistant handling, Timekeeping and Compensation and Benefits.
II. Documentation (for International transfers)
· Assists in preparation of documents related to transfers of Philippine based employees to China such as certificates of employments, Processing of checks for money allowances, accommodation reservations and travel tickets

UNIVERSAL ROBINA CORPORATION 

Human Resources Associate II
Special Assignment: Plant Operations (Calamba & Binan Plants)

January 2012 to December 2012
III. Recruitment & Organizational Planning

· Responsible in handling end to end recruitment

· Participates in Organization & People Plan Review

IV. Accounts Management 

· Assist in the conduct of Advancement Planning Deck
· Prepares and sends to immediate superiors Employee status advise forms (Triggers Performance appraisal ) of employees for regularization 
· Ensures that all employees undergo Mid-year & Annual Performance Appraisal
V. Labor & Employee Relations

· Prepares & conducts administrative investigation in relation to violations of company policies/Labor laws
· Responsible in the preparation of correspondences, reports & others including investigation reports; 
· Participates in the creation of Plant’s Labor Management Council (LMC)
· Oversees LMC programs & Activities
VI. Learning & Development

· Facilitates orientation and training programs
· Conducts Training needs analysis

· Creates training plan and calendar
VII. Compensation & Benefits Administration

· Responsible for the administration of government mandated  & company benefits (i.e Loans, statutory updates, HMO etc.)

· Liaising with the different government agencies 
· process & release of final pay of separated employees

· Conducts Exit Interviews

VIII. Operations

· Participated in Plant Audits (GMP, FSMS, ISO & HACCP)

· Supervises performances of Maintenance personnel, Security guards and Canteen Concessionaire thru weekly alignment meeting & monthly evaluation
UNIVERSAL ROBINA CORPORATION 
Human Resources Associate I
Recruitment and Organizational Planning

May  2011 to December 2011
I. Recruitment and Organizational Planning

Responsible in handling end to end recruitment

· Source and screen candidates resume through various job boards. 

· Conducts Initial interview/screening of applicants according to job qualifications and job descriptions.

· Endorses applicant/s to Hiring Managers for further evaluation.
· Prepares and processes documents/papers for employment
· Conducts reference check
· Prepares employment contract and/or appointment letter of successful candidates
· Responsible for the online postings of job advertisement
· Conducts employee orientation for newly hired employees

· Monthly reporting/submission of hiring status per department. 
· Prepares monthly in-house job posting
· Facilitates employee referral Program
· Participated in the manufacturing cadetship program
· Maintains and updates data bank of all applicants
UNIVERSAL ROBINA CORPORATION 

Human Resources Assistant III
HR Services & Administration

August 2009 May 2011

I. Compensation and Benefits Administration

· Oversees Plant Human resources in matters related to benefits administration; ensures processes are aligned in all plants

· Acts as point person for the HMO Provider; attends presentation meetings related to updates on health awareness programs & Utilization; disseminates updates / concerns to respective plant HRs.

· Handled the enrolment and deletion of employees to/from the Health Maintenance Organization (HMO) and to/from Group Life Insurance Program (GLIP) (From Rank & File to Executive Payroll) (From Union to Non Union and Vice Versa)
· Documented and updated changes in employee information which have a bearing on the company and government provided benefits (e.g. change in civil status, additional dependents, transferred employees)
· Prepares Corporate Guarantee letter for excoms approval

· Facilitates processing of bi-annual release of Medicine Allowance of all levels

· Responsible for facilitating and processing the attendance of employees for payroll preparation and making sure that their salaries are paid to them on time. (Head Office Based Employees)

· Prepares Leave reports for annual conversion and for separating employees

· Participated in SAP Blueprinting

· Assisted in the release of final pay of separated employees

· Assisted in preparation of Claim Forms and Certificate of Contributions of employees as per request
· Assisted in enrolling new employees for SSS, TIN, HDMF, and Philhealth
FIL-ESTATE PROPERTIES, INC

Human Resources Assistant

HR Compensation & Benefits

May 2008 to June 2009

I. Benefits Administration & Management

Responsible for an effective and efficient administration of policies and procedures of all outstanding company benefits

· Prepared feasibility studies on HMO providers as basis for annual selection; ensures accuracy in leave benefit administration; 

· planned and conducted the annual service incentive program

· ensured that all shuttle buses are in good condition and followed maintenance schedules; suggested additional routes (Pasig & South Bound) 

· processed  Fil-Estate property loan application based on existing provisions

·  Handled the enrolment and deletion of employees to/from the Health Maintenance Organization (HMO) and to/from Group Life Insurance Program (GLIP)
· Documented and updated changes in employee information which have a bearing on the company and government provided benefits (e.g. change in civil status, additional dependents, transferred employees)
II. Compensation Management

Responsible for safeguarding salary figures of rank and file & generating reports that need disclosure of salary data

· Preparation of Certificate of Employment (Rank & File to Executive)

· Preparation of refund computation for over deduction on matters related to attendance  processing

· Responsible for facilitating and processing the attendance of employees for payroll preparation and making sure that their salaries are paid to them on time.

· Spearheaded conduct of quarterly perfect attendance program 
III. Employee Relations

Responsible for Assisting the ER Supervisor in organizing company activities and monthly themed Programs (Valentino/a for Feb, Fire Prevention..etc)
· formed the “Samahan ng mga Driver”; responsible for the conduct of monthly meetings covering team building activities & the drivers’ issues & concerns
· organized Company outing & Christmas Party
· joined the FEGC Safety committee to plan programs on a per month basis
IV. Industrial Relations

Responsible for the administration of sanctions to erring employee/s and conducting exit interviews and processing of documents of separating employees. 
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University of Santo Tomas, Espana Manila




Bachelor in Science

Major in Psychology 

2004 – 2008
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:
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Single

Birth Date
:
July 04, 1987

