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Objective :  To  work  with  a  leading  management,  consulting and outsourcing  company where my experience  in  the  field  of Payroll can  be  utilized   for  the  enhancement  of  the  company’s growth and development. 
Employment  History:
Payroll  Officer





March  2015 - August 2015
MIROF Resources Inc.  
7th  flr. Philcox  Bldg. Salcedo  St. Legaspi  Village, Makati City
Responsibilities :

•
Timekeeping and billing processing  of more than 1,000 employees ( 7 accounts ).
Payroll  Supervisor 




September  2007 -  September  2014
International  Specialty  Concepts  Inc. ( ZARA Philippines )
5th  Flr.  Enzo Bldg.  399  Senator Gil   Puyat  Ave. Makati City
Responsibilities :

•
Prepared   and  computed the  terminal / last  pay  of  all separated  (resigned, AWOL, EOC)  employees including  13th  month  pay  and   tax  refund.

•
Accurately  computed  the  hours  work  of  employees  including  overtime  rendered,  night  shift  differential  and  other   details  as  required and  prescribed  in  the  timekeeping  guidelines

•
Ensured  that  payroll  will  be  timely  credited  by  the bank  to  employees  account  and   based  on  payroll  objective  or  given  schedule.

•
Initially  approved and  double checked list of qualified  employees  for  company  cash / emergency  loans  and  ensure  that  this will be credited  by  the  bank on time

•
Monitored  and  ensured  that  newly  hired,  probationary  and  regular  employees were  encoded  accurately   in  ERIC  payroll  system.

•
Responsible in  monitoring and updating  ERIC  system  with constant coordination  with  HR  for  salary  and  position  adjustment.

•
Submitted   monthly reports to  HR  Manager  

•
Prepared  salary  adjustment  for  Annual Merit  Increase, regularization and promotion. 

•
Conducted  timekeeping  orientation  to  newly-hired probationary and to regular  employees  focusing on all  timekeeping  violations  and  policies

•
Prepared  13th  month  pay of  employees  every  May  and  November, and  December  for  contractual employees.

•
Prepared  Alphalist  of  all   existing  and   terminated  employees.

•
Forwarded  documents of employees confirmed for promotion to  Executive  department 

•
Accurately  computed  leave  credits  of  employees  and  facilitated  cash / sick  leave  conversion  and   payments  within  prescribed  schedules.

•
Prepared  and  generated  Payroll  reports  for  Accounting  and  HRD  department.

•
Secures   submission  of  application  forms  requested  by  employee’s  such  as Maternity / Sickness  Notification,  SSS   and  Pag – ibig  loan  application.

•
Double  checking   of  encoded  loan  voucher   for  SSS / Pag-ibig  Loan  voucher  &  account  #  of  employees’  in  ERIC payroll system.

•
Responsible  for  the  timely  and  accurate  reporting  of  government  requirements  to  BIR,  SSS,  Philhealth  and  Pag-ibig.

•
Prepares  yearly  renewal  documents  of  authorized  signatories ( SSS, PIB, Phil. )

•
R1-A  processing  for  newly  hired   employee’s  thru  SSS  website.

•
Double  checking  of  monthly  SSS,  Philhealth,  and  Pag-ibig  remittance  report.

•
Monthly  preparation of  diskette / USB  for  submission  to  SSS,  Philhealth  and  Pag-ibig  or  through  SSS  Digibanker

•
Prepare  monthly  Withholding  tax  report – 1601C

•
Double  checking  of  Mt.  Carmel (third party manpower provider) billing  versus  the  agency  computation

•
Fill  out  questionnaire of  Quarterly   and  annual  survey  from  NSO, &  DOLE

•
Checks  and  approved  list  of  qualified  employees   deserving   for  Purchase  Order  

•
Prepare  employees’ request and administration or personnel  transaction  such as:      

•
ITR  request.

•
Maternity  Non-cash  Advancement / Sickness  Certification  / Philhealth.

•
Double  Checking  of   Contracts,   Salary Adjustment   based   on  system

•
Responsible  for  the  enrollment  of newly  hired  employees  in  biometric  system including  executives.

•
Prepares  various  reports  may be required  in  the  job  by superior  in  an  efficient  and  accurate  manner.

•
Attends  to  employees’ needs and requests.

•
Manages  incoming/outgoing  payroll  documents.

•
Organize  payroll  files accordingly

•
Perform  other  functions  as  may be  assigned  from  time to time
Payroll  Staff






November 2005 – August  2007
Stores  Specialist  Inc.
399  Midland  Buendia  Bldg., Senator Gil  Puyat  Ave. Makati City
Responsibilities :

•
Timekeeping  of  Regular / Probationary &  Contractual  employees’

•
Checking  of  encoded  hours  worked  and  equivalent  amount  versus  prepared  attendance  summary.

•
Prepares  salary  adjustments  due  to  regularization  or  promotion

•
Computation of  SSS  benefits of  employees  such  as  sickness & maternity  benefit, & employees  compensation ( EC ) benefit.

•
Forward  application form  and other documents  to  BIR.

•
Last  pay computation  of  all  resigned, AWOL, EOC  employees,  including  13th  month  pay  and   tax  refund
Accounting  &  Payroll  Staff




March  2004 -  October  2005
Filipino  Pipe &  Foundry  Corporation
69 Coronado St. HuloMandaluyong City

•
Responsible of  the  following payroll :

•
Office & construction  payroll (  monthly & daily )  every 15th and  30th of  the month.

•
Factory  &  construction  payroll,   every  week

•
Input  executive  daily  time  in  and out.

•
Prepares reports  such  as  remittances  / payment  of  SSS, HDMF premium &   loans, & Philhealth  premium  every  month .

•
Computation of  SSS  benefits of  employees  such  as  sickness & maternity  benefit, & employees  compensation ( EC ) benefit.

•
Handle union  dues  report  every month.

•
Assists cashier in   distribution  of  salary of  employees  during  payday.

•
Render  other  duties  that  may  be assigned from  time to  time  by  immediate superior
Inventory  Assistant





November  2003  - February  2004
Filipino  Pipe &  Foundry Corporation
69 Coronado St., Hulo Mandaluyong  City 
AM / Sales  Executive





June  2003 -  November  2003 
Prudentialife  Plans,  Inc.
5thflr. Prudentialife  Bldg.  Pasay  Road
Makati City
Branch Sales Manager





July  2002 – May 2003
Permanent  Plans  Inc.




Makati  City
Pager /Secretary 




             June   2000 -  May 2002
Cinderella  Marketing   Corporation
SM Megamall

•
Maintain monthly  and  year  end  sales  report

•
Handle confidential  files  like incoming and  outgoing memos  of  the store

•
Encode  data  such  as report  from  other  store,  memos  of  Managers  &  Supervisors,  schedules  of  store  staff.

•
Customer  service,  telephone   operator

•
Handle  charge  invoice  &  official  receipts  of  VIP  customers

•
Assist  the  Store  Manager  in  entertaining  customers
Timekeeper




             
May  1999 -  June  2000 
Cinderella  Marketing  Corporation
SM Megamall

•
Update  timecard  of  Sales  Consultants  and  Promodizers

•
Computes  daily  timecard  report

•
Signs  the employees  timecard  once  they   time  IN.

•
Handle  the  list  of company’s  manpower.

•
Take over  the  place  of  Pager / Secretary  when  not on   duty.
Sales  Staff  (Selling Door )




September  1998 – March  1999
SM Supermarket
North  Edsa

•
Prepare  purchase order  of  the  store

•
Handle and  issue gate pass  to  employees

•
Assists  customer  needs  in  selling  area
Telephone  Operator ( OJT )




November 1997 – February  1998
Provident  Group  of  Companies
124  Valero  Plaza, Valero  St. Salcedo  Village, Makati City

•
Handle  incoming  / outgoing  calls ( PABX )
Educational Background :
PRIMARY

: Alberto T. Aguja  Memorial Central  School
( 1984 - 1990 )

  Carigara, Leyte
SECONDARY

: Arellano  UniversityPlaridel  High  School
( 1990 - 1994 )

  New  Panaderos,  Mandaluyong  City
TERTIARY
: Eulogio“Amang”Rodriguez Institute of Science and Tech.
( 1994 – 1998 )
  Nagtahan,  Sampaloc   Manila
Course


: BACHELOR  OF  SCIENCE  IN  BUSINESS  ADMINISTRATION
Major 
: MANAGEMENT     
BASIC  COMPUTER
: AMA  Computer  College



  Novaliches

SKILLS & QUALIFICATIONS :

•
Knowledge on MS Word, MS Excel, Powerpoint, Payroll  Systems ( ERIC system, APS system ), Online bank processing

•
Familiar  with payroll  processing, compensation and benefits
Personal  Information :
Birth date

:
July 3, 1977
Birthplace

: 
Carigara, Leyte
Civil Status

:
Single
Height


:
5’4”
