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JOB PROFILE

Active participation in company operation in ways that will enable me to contribute my skills and knowledge, and to provide an opportunity for personal and professional development and career growth.

EDUCATIONAL BACKGROUND

2005 - 2012 (APRIL)

Bachelor of Science Major in Psychology

New Era University

9 Central Avenue Diliman, Quezon City, Philippines
2001 - 2003

Computer Hardware Technology

Freeport Institute for Research Science and Technology

Bldg. Q7931 A&B Manila Avenue, Subcom Area

Subic Bay Freeport Zone, Philippines
WORK EXPERIENCES

APRIL 6, 2015 – AUGUST 6, 2015

Customer Service Representative

RESULTS MANILA INCORPORATED (MoneyGram/Money Transfer)
2nd Floor 1880 Building Eastwood City,

Libis Quezon City, Metro Manila Philippines
Responsibilities:
· Identify and trace any suspicious or high-risk transactions, and determine if there is improper activity involved and if there is risk to the bank and/or customers.
· Investigate fraud cases from beginning to end and dissect the nature of potential crimes.
· Assisting customers in sending/receiving their money.

· Dealing with and help resolve any customer complaints.
NOVEMBER 28, 2013 – MARCH 28, 2015
Liaison Officer / HR Assistant Overseas Division

STA. CLARA INTERNATIONAL CORPORATION (Construction & Engineering)
Highway 54 Plaza, 986 EDSA, Wack-Wack, Mandaluyong City, Metro Manila Philippines
Responsibilities:
· Responsible for the application, updating and processing of all documents at The Philippines Overseas Employment Administration (POEA), Qatar Embassy-Manila Philippines, Department of Foreign Affairs (DFA), Department of Health (DOH), and GAMCA Accredited Clinics related to the deployment of workers in company’s satellite offices abroad.
· Act as representative of the company in dealing with different corporation/body connected to the business of the company.
· Responsible for the end-to-end recruitment process (i.e. phone screens, paper screens, initial interviews, reference checks, employment verification) and ensures strict adherence timelines in order to meet the hiring targets for the specified time frame.

JANUARY 12, 2013 – OCTOBER 12, 2013
HR-Recruitment Officer

ANCHOR COLLECTION SERVICES INC. 
2 Malakas st. Brgy. Pinyahan, Quezon City, Metro Manila Philippines
Responsibilities:

Recruitment and Placement:

· Responsible for the end-to-end recruitment process (i.e. phone screens, paper screens, initial interviews, reference checks, employment verification) and ensures strict adherence timelines in order to meet the hiring targets for the specified time frame.
· Ensures availability of manpower requirements for ACSI Head Office, Branches and its affiliates.
· Coordinates with all departments as to manpower requirements.

· Assists branches and coordinate with Branch Heads with regards to recruitment strategies.

· Administer psychological testing.

· Evaluation/Interpretation of Psychological Test

· Develop and formulate additional testing materials.

· Endorse qualified applicants to TL/Sup and GM for final interview.
Administrative Function:
· Smooth the progress of administrative functions by doing on-boarding documentations.
· Accomplishes Employee Requisition form.

· Responsible for daily attendance monitoring of all employees

· Assists in preparing documents for newly hired

· Drafting memorandum and policies

· Attending employee’s queries

· Preparation of ID’s

· Reporting accumulated days of absences and minutes late of the employees within a month

· Organizing and maintaining important files and records (201 filing)

Trainings:
· Doing orientation
· Conducts training needs analysis

· Preparing handouts, venue and training materials
APRIL 26, 2012 – DECEMBER 26, 2012
RB HORTALEZA (HR-GENERALIST)
Vaciador and Beauty Supply

434 Hipodromo 1st St. Sta Mesa, Metro Manila Philippines
Responsibilities:
· Act recruiting activities by using HR agent or advertisement like newspaper, and do oral interview to necessary human resources to the company.
· Responsible for the proper filing and archiving of all employment documentation requirements (i.e, employment contract, certificates, etc.)

· Plan, do, check and act in the labor management, training, and events in order to keep cooperation of workers and management.

· Fill out administration related work and formulate company rules and regulations. 

January 30 - March 08, 2012

OJT (Industrial Setting)
THE House of RepresentativeS (CONGRESS)
Congressional Policy and Budget Research Department (CPBRD)

Republic of the Philippines, House of the Representatives Quezon City

October 24 - December 1, 2011

OJT (Clinical Setting)

Cavite Center for Mental Health (CCMH)

Trece Marteres City Province of Cavite, Philippines
January - March 2003

Registration Office Assistant (apprentice)

Freeport Institute for Research Science and Technology

Bldg. Q7931 A&B Manila Avenue, Subcom Area

Subic Bay Freeport Zone, Philippines
September - November 2002

Computer Laboratory Assistant (Apprentice)

Freeport Institute for Research Science and Technology

Bldg. Q7931 A&B Manila Avenue, Subcom Area

Subic Bay Freeport Zone, Philippines
COMPUTER SKILLS:

Proficient with Microsoft Word, Excel, PowerPoint, and Internet

Formatting Computers

Configuration and Networking

Installation of Software

SPECIAL SKILLS:

Choral Conducting, Singing, Playing Piano

Sketching, Designing of Building Plan

Analyzing a handwriting and Signature

PERSONAL BACKGROUND
DATE OF BIRTH
:
5, August 1984
GENDER

:
Male
CITIZENSHIP

:
Filipino
NATIONALITY

:
Pilipino
VALIDITY

:
09, April 2019
VISA STATUS

:
TOURIST/Single
VALIDITY

:
21, November 2015
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