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CAREER OBJECTIVE:
To be a part of a progressive organization in which I can contribute my knowledge and skills as well as gain more experiences for the advancement of my potentials, work effectively with people and acquire fulfilment in the field I have chosen. To work in an environment where I can meet and interact with different kinds of people.

WORK EXPERIENCE:

· PAMPANGA II ELECTRIC COOPERATIVE, INC.
HUMAN RESOURCES MANAGER
San. Roque, Guagua, Pampanga, Philippines
December 06, 2010 to March 31, 2015
DUTIES AND RESPONSIBILITIES:
Major:

1. Supervises employees of the concerned department including hiring with approval of the Assistant General Manager, preparing job description, evaluating performance, and being responsible for their leave, promotion and morale. 

2. Assist management with training programs for employees of the cooperative.

3. Supervises the preparation of training programs and administer personnel functions of the cooperative. 

4. Supervises records control printing or their reproduction of forms and reports.
5. Assists the Assistant General Manager in the exercise of administrative functions.

6. Observes absolute safety as primary consideration in the performance of assigned duties.

7. Plans and develops with the other department heads recommendations for organizational structure of the cooperative.

8. Provides advice and assistance in developing personnel management methods and procedures to deal with positions descriptions, personnel recruitment, selection, appointment, and developing of personnel.

9. Recommends techniques and procedures for making appraisals and evaluation for work performance.

10. Directs, supervises, and coordinates all activities and functions of Human Resources Department in conformity with accepted standards and procedures.

11. Provides advice and assistance in developing personnel management methods, procedures, memo and policies pertaining to personnel.

12. Plans programs and procedures for the maintenance vehicles, building and office equipment. 

Minor
1. Performs other functions that maybe assigned from time to time by immediate superior. 

2. Performs and initiates the program of basic 5’s in the workplace.

· PAMPANGA II ELECTRIC COOPERATIVE, INC.
BRANCH COLLECTION SUPERVISOR
San. Roque, Guagua, Pampanga, Philippines

September 16, 2009 to December 05, 2010
DUTIES AND RESPONSIBILITIES:
Major:

1. Assigns collection route quota to bill collectors.

2. Supervises the collectors on their issued and returned bills.

3. Prepares monitoring reports on weekly collections.

4. Entertains member-consumers on their complaint and takes appropriate action if necessary.

5. Summarizes monthly collection reports of every collectors. 

6. Checks and monitors daily cash collections reports (DCCR’s).

7. Checks route control, programmers, and bill custodian for the accuracy accounts.

8. Checks monthly reports of tellers and route control.

9. Collects power bills of large scale consumers.
10. Observes absolute safety as primary considerations in the performance of assigned duties. 

Minor:
1. Performs other functions that maybe assigned from time to time by immediate superior.

2. Performs and initiates the program of basic 5’s in the workplace.
· PAMPANGA II ELECTRIC COOPERATIVE, INC.
TELLER/CASHIER
San. Roque, Guagua, Pampanga, Philippines 

June 16, 2007 to September 15, 2009
DUTIES AND RESPONSIBILITIES:
Major:

1. Receives and collects payments from the consumers and accepts remittances from the collectors.

2. Prepares daily cash collections reports (DCCR’s) and cash reconciliation receipts.

3. Prepares bank deposits  in the sub-office area. 

4. Direct control of official electric bill receipts (OEBR) issued to the consumers.

5. Observes absolute safety as primary consideration in the performance of assigned duties.

Minor:
3. Performs other functions that maybe assigned from time to time by immediate superior.

4. Performs and initiates the program of basic 5’s in the workplace.
· PAMPANGA II ELECTRIC COOPERATIVE, INC.
ROUTE CONTROL CLERK / BILL CONTROLLER
San. Roque, Guagua, Pampanga, Philippines 

November 22, 2000 to June 15, 2007
· BOYD COFFEE COMPANY (PHILS.) INC.
Accounting Clerk

Sheridan Street, Mandaluyong City, Philippines
April 1999 to September 2000

· SAINT AUGUSTINE PARISH CHURCH
SECRETARY / TREASURER
San. Nicolas 1st, Lubao, Pampanga, Philippines 

July 1998 to January 1999

EDUCATIONAL BACKGROUND:
BACHELOR OF SCIENCE MAJOR IN ACCOUNTANCY
Guagua National Colleges
COLLEGE GRADUATE
March 1994
ACHIEVEMENTS AND AWARDS:
•  Best Collection Supervisor  - January 2010 to March 2010

AFFILIATION: 
• Junior Philippine Institute of Accountants (JPIA)- Member- 1995-1998
  

SEMINAR’S ATTENDED: 
• Regional Consultative Session on R.A 10531 and It’s IRR- March 18 to 19, 2014
• Seminar-Workshop on Tax Updates and It’s Legal Implications- March 5 to 6, 2014
• Seminar on Tax Updates- May 14, 2012
• Seminar on Tax Updates and Legal Implications- March 14 to 15, 2012
• Seminar on Human Resource and Administrative Assistants Training Course- March 16 to 17, 2012

• Seminar-Workshop on Job Evaluation and Wage/Salary Administration- March 29 to 31, 2011

• Human Resources and Administrative Assistants Training Course- March 15 to 17, 2011

• Training Workshop• on Performance Evaluation System- November 3 to 5, 2010

• Work Attitude and Values Enhancement Seminar- June 19 to 20, 2010

• Workshop Values and Consumers Relation Course- February 27 to 28, 2003
PERSONAL INFORMATION:

Date of Birth
:
July 8, 1977
Age

:
37
Place of Birth
:
Sasmuan, Pampanga, Philippines

Civil Status
: 
Single

Citizenship
:
Filipino

Visa Status
:
Tourist Visa

