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CAREER OBJECTIVES:

· To excel, develop and utilize my skills and abilities that will able to quickly identify problems and successfully implement solutions on a task and able me to grow and achieve the personal and organizational goals.
· To emphasize the integrity of the management by means of contributing a well define performances and satisfaction.
PROFESSIONAL EXPERIENCES:
May 9, 2014 – September 10, 2015

Whistler-Brew Logistics Inc. (Recruitment Firm)
(A part of LK Global Group of Companies)

Human Resource Supervisor (Regular Employee)
Duties and Responsibilities:
1. Supervised the computations and verifications of weekly payroll of employees as well as all the government mandated benefits in accordance with the labor law.

2. Conducted the monthly billing statements for our clients together with all the documents attached and coordinated with the clients’ HR and Finance department for payment processing. 
3. Adjusted the Company’s Rules and Regulations (Erratum/ Addendum) to tighten the discipline of the employees that gained 90% of operational satisfactions to our clients.

4. Investigated the employees who seriously committed to disobeyed the company Rules and Regulations. Gathered all the information and data/ explanations and creates reports or memos to sanction them as in accordance with their contract signed in the company.

5. Drafted the company’s Employment Contract for both types (permanent and temporary) and coordinated with the company’s lawyer and Department of Labor and Employment Philippines for checking and verification. Gained the approval of the management.

6. Supervised the recruitment process including the written and actual trade test, interviews and report directly to the manager for final screening and selection.

7. Worked as purchaser for one year that coordinates with suppliers for request of quotations on the items needed and evaluated the pricing, cost cutting and quality assurance of the items. Gathered all the documents needed to process the payment in terms agreed with the supplier/s.

8. Submitted all documents in the government system for proper updating and monitoring on the status of employees and their benefits as signed in the contract.

9. Maintained the company’s petty cash funds and liquidate all the receipts for tally and reimbursement.

10. Organized meeting, conference or agenda with the company’s clients to discuss everything about the operations and accommodated the concerns and complaints to improve the quality of company’s service.

Key Achievements:
· Interacted with organization’s Board of Directors within the company and its clients and attended to operational related concerns.

· Able to multi-task and setting up time management for the task to be done satisfactory.

· Problem solving situations on the operations and implement new ways to run the operations smoothly.

· Personally assisted the manager on the day to day worked and meetings.

· Knowledge on investigating reports in related to Rules and Regulations.

February 20, 2014 – May 8, 2014

Motortrade Nationwide Corporation (Lipa City Branch) 
(Retailing and Selling of Motorcycle)

Marketing Assistant (Trainee Position)
Duties and Responsibilities:
1. Attended the customers for their inquiries and concerns on the motorcycles and provide them a proposal to close a deal with them.
2. Made marketing strategies to attract customers through advertising, trade shows and on sales booth.
3.  Conducted sales reports for general meeting with the manager and illustrated the market sales target and provided ideas to increase its sales.
Key Achievements:
· Handled customer service concerns, inquiries and complaints in a timely and efficient manner.
· Provided marketing strategies to increase the sales of the company.
· Developed the skills of competitiveness in effective team player.
November 4, 2013 – January 31, 2014

Bolbok National High School

Administrative Staff (Reliever Position)
Duties and Responsibilities:
1. Performed clerical tasks such as documentation, photocopying, faxing, mailing, and filling system.

2. Maintained the office data base for retrieved and organized information of employees and students.

3. Attended the phone calls and inquiries on the Administrative Office.

Key Achievements:
· Assisted the Administrative Director on the day to day work and activities in organized.

April 8, 2013 – October 8, 2013

Lipa Bank, Inc.

April 8, 2013 – October 8, 2013

Human Resource Assistant (Contractual Position)

Duties and Responsibilities:
1. Timekeeper of the employees daily time records and assisted directly with the HR manager for payroll computations.
2. Ensured the performance appraisal of each employee under contractual basis and evaluated with the HR manager based on the criteria of the management as provided by the HR department.

3. Handled the 201 file of employees and updating its status and information.

4. Prepared the pay slip and all documents for government mandated benefits for payment processing.

5. Coordinated with the HR manager on recruitment process from interviewing up to screening of applicants.

Key Achievements:
· Able to work under pressure with minimal supervision and flexibility on the tasks.

November 2012 – February 2013 (600Hrs.)

Alorica Pacific Rim, Inc. (BPO Company)

Human Resource Assistant (Internship)

Duties and Responsibilities:
1. Performed clerical tasks such as documentation, photocopying, faxing, mailing, and filling system.

2. Prepared 201 files of employees and updating its information on the HR tracking system.

3. Attended the concerns and inquiries on the HR Department.

4. Handled the office supplies and do its inventory.

Key Achievements:
· Computer literacy on MS office application for presentations, encoding, computations and documents.

· Able to communicate and deal with different human behavior.

EDUCATIONAL HISTORY:

LIPA CITY COLLEGES
Bachelor of Science in Business Administration major in


Human Resource Development Management


#10 G.A. Solis St., Lipa City, Batangas, Philippines


S.Y. 2009-2013

Recognitions:
· Leadership award (HR Batch 2012-2013) 66th Commencement Exercises.

· Excellence award (CODEB-4A) Council of Deans and Educators of Business in Region 4A Philippines.

· Dean’s Lister (GPA 1.6250 – 1st Semester 2012-2013), (GPA 1.6250 – 2nd Semester 2011-2012), (GPA 1.6944 – 1st Semester 2011-2012).

PROFESSIONAL SKILLS:

· Computer Literate (Microsoft Office Application –Word, Excel & PowerPoint)

· Flexible (multi tasking abilities)

· Can work under pressure

· Leadership & competitive skills

· Good in oral and written communication (English)

· Willingness to be learns and train

· Goal and detail oriented

· Manpower and marketing Planning skills
· Compensation and benefits structure competency 

SEMINARS ATTENDED:

· “Orientation Seminar for Contractors and Subcontractors”

Department of Labor and Employment (DOLE) Philippines

June 17, 2014

· “2012 Tax Campaign Kick-Off”

Bureau of Internal Revenue (BIR) Philippines

February 22, 2012

PERSONAL DATA:

· Birth date

:
April 22, 1992

· Birth place

:
Granja, Lipa City, Batangas, Philippines

· Age


:
23 yrs. old

· Civil Status

:
Single

· Nationality

:
Filipino
Reference is available upon request.

