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OBJECTIVE:


To obtain a position in an organization or company wherein my knowledge and skills will be further developed to be globally competitive in the business and communications industry.

WORKING EXPERIENCES:

Business Services, Philippines
Payroll Practitioner/Payroll Process Owner
(March 2012 – April 15, 2015)
Job description 

• Compilation and processing of transactional Payroll and/or Time Data for US Employees. This requires teaming/collaboration with other teams that deliver payments/deductions via payroll. 

• Answering interrogatories//correspondences, updating information in the system, validation, and issue resolution.

• Ensure accuracy of employee and employer contributions for statutory requirements. This requires knowledge of tax and labor laws.

• Ensure accuracy of other payments & deductions calculated by the system. This requires in-depth knowledge of company policies (eg. Overtime, allowances). 

• Generation of Pay Statements and other Business reports. 
• Journal entries posting, accruals, account reconciliation (requires knowledge of company’s accounting guidelines and in-depth knowledge of payroll accounting matters).

• Interface with external customers for requests &/or issue resolution (eg. Banks, Government officers, client, vendor).

• Process refund, deduction overrides. 
• Generates and distributes weekly, biweekly and monthly report to clients and managers.

• Ensures accuracy of payments for employee and to 3rd party vendor.
• Update tax data for AXA US employees.

HR Generalist/CSR
(Nov. 16, 2009 – March 01, 2012)
Job description 
• Receive inbound calls from employees and answer questions (Payroll, Compensation & Benefits), as well as question participants to obtain full understanding of what information is being requested.

• Educate callers on client processes whenever necessary.

• Document call calls with regards to caller’s inquiries accurately using call tracking system.

• Provide quality customer service in every call.

• Communicate clearly and effectively with participants.
• Assist employees with their benefits enrollments.

• Perform other tasks as required.
SITEL INCORPORATED
Feb. 13, 2008 – Sept. 13, 2009
Customer Service Representative
Job description 
• Takes in calls from customers requiring assistance.

• Provides excellent customer service
• Takes in calls for multiple skills splits.
• Makes outbound call to customers to follow up on request.
• Makes outbound call to client to follow up on resolution for customer issues.
SKILLS/ABILITIES:

· Self-starter who can work independently and handle multiple priorities and deadlines.

· Quick learner who can rapidly master all aspects of job with limited training.

· Proficiency in the use of computer programs, MS applications and competence in Internet research and communication - (Word, Excel, Explorer, etc).

· Expert in using the following application tools: PeopleSoft, Oracle, Workbrain, Rapid, Siebel, Lotus, Citrix
· , BRIO,SAP
· Excellent interpersonal communication skills.

· Excellent oral and written English communication skills.

· Excellent Customer Service Skills

· Excellent product knowledge and client HR processes

· Excellent Customer Service Skills

· Professional Phone Manner

· Ability to adhere to all organizational policies and procedures.

· Ability to easily adapt in a dynamic environment.

· Team player, self-motivated and with strong confidence.

LANGUAGES SPOKEN:


English, Filipino

EDUCATIONAL BACKGROUND:

UNIVERSITY OF THE CORDILLERAS
Harrison Road Baguio City, Philippines
 
-BS OFFICE ADMINISTRATION (2007)
REFERENCES:  Available upon request

