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OBJECTIVE: 
To be a part of a fast, aggressive, forward looking and multi-cultural organization where I can utilize my skills and expertise to provide quality service and personal moral development as to establish a productive and harmonious relationship with the staff and future clients.
WORK EXPERIENCE:
I have been working for 2+ years.
1. Position: Human Resources Specialist for Employee Compensation and Benefits 
Duration: July 2013 – July 2015 (2 years and 1 month) Company/Organization: 2GO Group, Inc. 
Company Industry: Cargo/Freight Services/Logistics/Travel 
Location: 15th Floor Times Plaza UN Avenue corner Taft, Ermita, Manila, Philippines Department: Human Resources and Organizational Development (HROD) 
Job Description: HR Specialist Responsibilities (Benefits and Compensation)
Processes all statutory benefits such as, but not limited to, BIR, Pag-IBIG, PhilHealth, and SSS transactions. Also, in-charge of keeping track and administering company benefits to employees such as medicine/medical reimbursements, company initiated services such as mortuary assistance and cash advances.
Tasks:
1) SSS Sickness/Maternity benefits processing 
2) Salary loan processing (Pag-IBIG and SSS) 
3) PhilHealth certificate issuance 
4) Loan Maintenance reporting 
5) Field work as liaison and coordinator to various government agencies. 
6) Timely and accurate reporting of government reports. 
7) Processing of company benefits such as but not limited to uniform allowance, vaccinations, cash advances, privilege passes, medicine reimbursements and medical assistance. 
8) Keeping track that SOPs and policies are kept and observed throughout the workplace. 
9) Supervises employee performances and gives ideas on how to improve productivity via welfare programs and other morale boosting activities 
10) Conducts new hire orientation and other training modules for employees to familiarize themselves with company rules and regulations 
11) Other tasks assigned by OIC. 
LICENSES/CERTIFICATIONS:
1)  Registered Psychometrician 
	KEY SKILLS:
	
	

	
	
	
	

	
	Skill
	Level of
	Remarks

	
	
	Proficiency
	

	
	
	
	

	1
	Computer
	4 - Advanced
	Proficient in MS Office and Open Office enterprise.

	
	Literacy
	
	Knowledgeable in various computer troubleshooting.

	
	
	
	

	2
	Public Speaking
	4 - Advanced
	Proficient public speaker/host of various programs and activities

	
	
	
	

	3
	Leadership
	4- Advanced
	Student leader since middle school, team leader in projects with

	
	
	
	tight deadlines.

	
	
	
	

	4
	SSS Benefits
	4 - Advanced
	Well versed in SSS benefits and its numerous highlights and

	
	Facilitator
	
	restrictions.

	
	
	
	


TRAININGS AND SEMINARS ATTENDED:
SSS IN-DEPTH SEMINAR
SSS Building East Avenue, Diliman Quezon City Philippines
November 18-21, 2013
HOW TO HANDLE AND WIN OVER CUSTOMERS: CUSTOMER SERVICE 101
Times Plaza Bldg. UN Manila, Philippines September 2014
EDUCATIONAL ATTAINMENT:
Holds a Bachelor's degree in Psychology and graduated with highest academic honors (Summa cum Laude) at Adamson University, Philippines.
Attended from June 2009 to March 2013
PERSONAL DATA:
Age: 24
Date of Birth: December 2, 1990
Gender: Male
Civil Status: Single
Religion: Catholic
Nationality: Filipino
