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OBJECTIVE:
To pursue a strategic/tactical position in Office Administration/Human Resources where my talents can contribute to the business goals and success of the company

Qualifications Summary

An HR Generalist with more than 13 years of progressive experience gained from a global company, providing world-class services as value add team player to the success of the organization. With exposure in leading regional programs, produce winning strategies with her strategic and tactical strengths. Reliable, credible, and efficient in managing several projects simultaneously. Capabilities included:

Employee Relations / Employee Communications / Employee Programs /
Rewards &   Recognitions / Office Administration / Project & Event Management / Public Affairs Community Relations / Microsoft Office Applications / System Application Program(SAP) 

WORK EXPERIENCE
1. STORE SUPERVISOR





   October 20, 2011 – present
Company: L’ami Medical Uniforms & Accessories

Abu Dhabi, United Arab Emirates

· Supervise of all store operational issues, including store housekeeping, administrative duties, physical inventories, price changes, and store revenue including cash handling, deposit reconciliation and delivery of deposits to bank.
· Communicate marketing and merchandising programs to customers using phone, email, SMS, forums.

· Maintain adequate store supplies, controls inventory, order and receive items, return and exchange, file all bills order and purchase order paperwork, review service orders for correctness in billing and ensure all orders are properly documented and released for pick-up / delivery.

· Responsible for preparation of work schedules and day-off, monthly pay slip computation and printing.

2. HR & ADMIN MANAGER
Company: Design Coordinates, Inc., 


          December 6, 2010 – May 6, 2011

Suite 202 ITC Building, Gil Puyat, Makati City

Company: the leading domestic company in the Construction Project Management for 33 years 

Company: Taisho-Giken Stainless, Inc., 



May 6, 2010 – October 6, 2010
EPZA Rosario, Cavite
Company: Manufacturing; fabricated steel, stainless, PVC

· Managed the overall operations of human resource planning, maintenance, development, and office administration, developed a manpower planning system to ensure the right size for the organization and that they are available at the right time and with the right qualifications, documentations (hard/soft) and controls of employee 201 file, attendance data, leave, liquidations, and other pertinent records
· Formulated compensation and benefits that is fair, equitable, competitive and responsive to current situation
· Handled office administration systems for efficient office functioning, safety and security, maintenance of the office facilities

3. HR EMPLOYEE COMMUNICATIONS SPECIALIST  

    April 27, 1997 – May 1, 2009
Company: Intel Technology Philippines, Inc., 

Gateway Business Park, Brgy. Javalera, General Trias, Cavite



Company: A multinational company that produced Intel Atom, Celeron, Pentium, Centrino, Core 2 Duo microprocessors and chipsets

Headcount: 2,800 employees; manufacturing; semiconductor industry

A. HR Business Partner
· Provided client management services to the manufacturing employees, conducted employee investigations and resolve issues on attendance, manufacturing standard operating procedure’ violations and prevention of work place violence

· Responded to employee and manager HR-related inquiries, including policy and procedural guidance and interpretation

B. HR Familiarization Tour: OD/Training / Staffing / Employee Services
· Administered OD and Training manuals, co-facilitate training, deploy survey and encode feedback, and tracked employee trainings data, audit top key employees/ management trainings enrollment in graduate schools 

· Screened resumes, identify skills that match the job requirements, and scheduled for interviews

· Coordinated medical benefits administration which includes claims resolution, approving invoices for payment, and communicating benefit information to employees

C. Employee Communications / Employee Programs



· Led the employee programs (rewards and recognitions program), events, internal communications, marketing campaigns, and company branding, Corporate Awards and Programs in GAR through effective partnering with counterparts from China, Malaysia, Singapore, India and corporate HR in the US

· Organized corporate projects that need to be implemented locally such as Intel Master Brand by ensuring all site communications were in compliance to the new Intel Brand campaigns, social clubs, and employee volunteers for internal/external events like service awards, company anniversary, summer outings, and Christmas party 

· Managed controls of high value items distribution such as watch, jewelries and gift check to more than 5,000 employees, with estimated worth of P20 million
D. Administrative Assistant 

· Provided administrative assistant to the Public Affairs manager and staff by managing the overall office administrations, scheduling of meetings, travel, budgeting, coordinating with internal / external stakeholders. 

· Managed internal and external events such as corporate visit by the CEO, President of the country, and other stakeholders.
TRAINING AND EDUCATION

	Franklin Covey
	Project Management

An In-Depth Approach


	Ateneo School of Management

Makati City

	Intel University
	HR Privacy and Information Security / Code of Conduct Essentials /

Creative Problem Solving / Out of the Box Thinking / T-Comp Philosophy / Structures Problem Solving /Contingent Workforce Policy / Global Hiring Manager Forums / Customer T.R.E.A.T /  Attendance Policy /Managing Poor Performance / Discipline & Discharge 



	Intel USA
	Internal Employee Communications

Print, Web, Voice


	Portland, USA

	Intel China
	Company Branding, Video, Lighting 


	Shanghai, China



	Intel Employee of the Year 


	Inter-Cultural Immersion
	Philippines, Thailand, Singapore



	A.B. Communication Arts
	University of the Philippines
	Los Baños, Laguna

	University Scholar: Agricultural and Rural Development Scholarship Program
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