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Profile

Professionally qualified and accomplished in all facets of human resources work, administrative functions, customer service, information technology and computer literacy with more than a years of experience. 
Educational Background

 Bachelor of Science in Computer Science

AMA Computer College – Graduated, May 2001

Employment History
Xitrix Computer Corporation
HR & Admin Officer
June 17, 2013 - present
· Work closely with management and assisting them in implementing procedures and policies.

· Coordinate the employee recruitment process. Assist in recruitment, providing support in preparing advertisements, screening application forms, short-listing the candidates, interviewing and endorsing them.

· Providing assistance in hiring process activities such as posting jobs on job board, websites, reviewing applications, and tracking applicants.

· Preparing documentation needed for new hires, or effective changes in pay, status, or benefits.

· Checking applicant references, making job offers and initiating needed paperwork.

· Participating in development and execution of orientation programs and procedures for new employs.

· Administer payroll system

· Maintain and update personnel records.

· Answer queries related to HR policies or other aspects of employment legislation.

· Keeping up with current issues and matters in the organization related to HR department.

· Providing assistance in monitoring employee performance appraisal process.

· Arrange for in-house and external training activities.

· Facilitating actions to resolve the employee issues and escalating them to appropriate management team.

· Providing general administrative support such as preparing correspondence, forms and reports, arranging meetings, composing regular correspondence. 
DigiPhoto Studio, Dubai UAE
Human Resources Coordinator
May 27, 2012 – October 5, 2012

· Provide recruitment assistance to senior HR team and coordinate with the recruitment agencies for assigned position from sourcing to selection or as advised, in accordance with recruitment policy.
· Facilitate airport pass id – new and cancellation in terminal 1 & 3 for the employee assigned in the airport. Process company vehicle registration and contractor’s passes.
· Coordinate manpower recruitment status through POLO office and visa process for business and recruitment trip in different embassy.
· Coordinating the joining day formalities as well as induction and orientation and subsequently follow-up on progress of new recruits in their jobs through the induction and probation period.
· Coordinate on the performance appraisal system with respect to hierarchy details, role profiles to ensure its accuracy is maintained all the times.
· Maintain employees file record with the use of database on a timely manner.
Al Tayer Group of Companies, Dubai UAE
Human Resources Assistant
June 1, 2008 – March 8, 2012
Work Description:

· Provide recruitment assistance to senior HR team and undertake recruitment activity for assigned position from sourcing to selection or as advised, in accordance with recruitment policy/ established recruitment process for positions undertaken. 
· Facilitate visa process and assist in arranging/ coordinating the joining day formalities as well as induction and orientation and subsequently follow-up on progress of new recruits in their jobs through the induction and probation period.
· Coordinate and administer on the system requirement for the process of performance management. Update the performance appraisal system with respect to hierarchy details, role profiles to ensure its accuracy is maintained all the times.

· Coordinate on EOS (end of service) process and facilitate smooth transition of employees exiting the organization by coordinating with the relevant departments and arranging exit interviews as well as ensuring payment of final settlement dues and cancellation of visas within appropriate time frame.

· Prepare all official correspondence relating to probation confirmations, salary certificates, disciplinary issues and the miscellaneous letters as per approved employee request in a timely manner.
· Maintain / Update HR Systems as may be required and trained for to ensure smooth functioning of the system.

· Keep track of all employee movements and ensure all payroll inputs/ masters/ cost centre changes are submitted on or before 15th of the month.
Toyota Commonwealth Inc. Philippines


Human Resources Supervisor


September 5, 2005- April 25, 2008  

Work Description:

Administer on the system requirement for the process of performance, rewards and recognition system, and other compensation schemes approved by management. Coordinate on staff grievances & disciplinary issues as assigned with the employee and managers for process compliance & efficiency & satisfactory resolution. Monitor all employee movements including probationary and regular employees, promotions and transfers, as well as preparing the appropriate documentation. Conduct counseling to employees regarding performance issues. Handles administrative functions related to human resource matters. 
PC Gilmore Corporation Philippines
Human Resources cum Admin Head

March 2004 – November 2004

Work Description:

Responsible for recruitment and selection process, candidate sourcing, interviewing and hiring. Provides administration and support to all compensation (time-keeping for payroll purposes) and benefits initiatives in the company. Responsible of submission of payroll bank account of all employees. Make recommendations to the Management on improvements in the Company’s employment and personnel policies and procedures. 

AMA Computer University Philippines

Basic Education Department

Human Resources Supervisor

March 2002 – February 2004

Work Description:

Administer and execute the full spectrum of human resources and personnel functions in the Company such as recruitment related processes, contracts, payroll management, benefits, government mandated benefits, labor relations, employee relations, performance evaluation, policy and job description formulation. Ensure that the employee information database (201 File) is updated and complete 
Skills
Highly organized and keen to details
Use and application of personal computer (MS Office – Word, Excel & PowerPoint)

Highly motivated and people-oriented
Works under pressure

Able to do multi-tasking

Speak fluent in English and Tagalog

Personal Information

Age

: 33 years old
Date of Birth 
: December 20, 1980
Birthplace
: Manila, Philippines
Citizenship 
: Filipino
Religion 
: Roman Catholic
Visa

: Freezone
Reference

Available upon request

