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Objectives:
To continuously learn different business methods and principles and to apply it to the chosen field

To contribute on the growth of the company where I am going to work with

To explore, learn more about business and to create systems applicable to chosen job description.




To develop and share my work values, competencies and discipline for a more effective job performance
WORK EXPERIENCES:

Period 



Company



Position
July 2014 –May 2015

Unisun Group of Companies


HR Officer



Duties & Responsibilities:
· Monitoring of employees’ compliance to company policies

· Evaluate employees’ performances 

· Analyze & manage trainings needed for each department personnel
· Developing and implementing policies & disciplinary procedures
· Member of Compliance & Oversight Department next to Supervisory Board 
May 2008 –May 2015

Unisun Group of Companies


Treasury Assistant



Duties & Responsibilities:



· Check, inspect and verify daily cash transactions
· Prepare and communicate all previous day banking activity.
· Maintain efficient banking arrangements
· Manages day-to-day activities in treasury functions to meet the financial obligations of the organization
· Establish and maintain systems and procedures for monitoring the banks daily inflow and outflow of cash
· Prepare inventory of accountable forms / documents

Jan 2007 –May 2015

Unisun Group of Companies


Payroll Officer


Duties & Responsibilities:


· Preparation and distribution of employees’ payroll

· Maintenance of payroll system and leave planning system.
· Payroll administration

· Maintaining leave, sickness and overtime reports

Sept 2005 –Dec 2014

Unisun Group of Companies


Records Officer



Duties & Responsibilities:





· Responsible for proper documentation of memorial lots

· Checking and updating of masterlists of lots

· Preparation of statistical reports of processed documents

· Maintains accurate records management
EDUCATIONAL BACKGROUND:
Tertiary



Bachelor of Science in Mathematics

2005





Polytechnic University of the Philippines





Sta. Mesa, Manila, Philippines
High School  


Binangonan Catholic College


2001

Elementary


Libis Elementary School



1997

SEMINARS ATTENDED:
“English Proficiency Training”

May 2-30, 2015
Unisun Head Office, Unishoppe Complex, Angono, Rizal

“The Pro-Management Labor Seminar”

December 11-12, 2014

Great Eastern Hotel, Quezon Ave., Quezon City

“Training for Understudy”

July – September 11, 2014

Unisun Head Office, Unishoppe Complex, Angono, Rizal

“Public Speaking Seminar”

November 8, 2010 – January 21, 2011

Unisun Head Office, Unishoppe Complex, Angono, Rizal

“Efficient Document Distribution”

July 12, 2007

Dusit Hotel, Makati 
“Financial Control Specialist Seminar and Workshop 2005”
December 13-17, 2005

HGMP Head Office, Unishoppe Complex, Angono, Rizal

“The Making of Competitive Statistician”

August 27, 2004

CS-AVR, PUP Sta. Mesa Manila 

PERSONAL DATA:

Age

:
31 yrs old


Birthday
:
April 4, 1984


Place of Birth
:
Ibaan, Batangas 


Religion
:
Catholic


Interests
:
interior decorating, singing, cooking

Skills

:
computer literate (Ms Excel, MS Word, PowerPoint, Corel, 



Adobe), Movie Preparation

Competency
:
PRC Civil Service Professional Examination Passer
