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OBJECTIVE: 

To be employed to a job that is both challenging and rewarding.

WORK EXPERIENCES:

BENBY ENTERPRISES, INC.

216 Banawe St., Brgy. Manresa, Quezon City / 

Sout Distribution Center, Km.23, East Service Road, Brgy. Cupang, Muntinlupa City
HR and Admin Supervisor (May 26, 2015 to October 30, 2015)

· Monitoring of Performance Evaluation for all direct employees
· Monitor daily and monthly attendance and overtime report for both direct and agency employees

· Formulation and implementation of company policies and programs

· Conducts administer interview and examination for Supervisory and Non-Supervisory post.

· Attending employees concern regarding HMO, payroll inquiries and other HR related inquiries
· Responsible for all warehouse and office admin works.
· Oversee daily tasks of HR/Admin Assistant, Maintenance and Office utilites

· Performs other tasks that may be assigned from time to time by the HR Director, Supply Chain Director and the President.
CORPORATE EXECUTIVE SEARCH, INC.
Medical Plaza Makati, Amorsolo cor. Dela Rosa Sts., Legaspi Village, Makati City

HR - Benefits Consultant (December 20, 2013 to May 25, 2015)

· Process SSS remittances and loan

· Monitor SSS Loan payment and claims

· Process Pag-ibig remittances and loan

· Monitor Pag-ibig Loan payment

· Process Philhealth records of members

· Consolidation of PMRF and attachments

· Releasing of Certificate of Premium Payment

· Attending member’s concern regarding HMO (APE, checkups)

· Coordinates with HMO/card insurance

· Prepare contract, job offer and appointment letter of newly on-board employees.

· Submit Personal Action Memo to Accounting Department
· Sourcing of candidates for internal post
· Conduct initial phone screening to applicants and schedule them for a face to face interview with the top management.
SERBIZ MULTI-PURPOSE COOPERATIVE
Shaw Blvd., cor. Pioneer St., Pasig City
HR - Benefits Supervisor (April 11, 2013 to December 18, 2013)

· Computation and release of pay-out (roughly 150 employees)

• Check and verify timekeeping for head office and satellite offices


• Assures accuracy of pay-out computation


• Computes retro-payments, Mid Year/Year End Incentives


• Submits debit memo for pay out uploading


• Prepares and releases SOMA/Pay slip

• Secures and safe keeps confidential documents in relation to pay out

· Acts as immediate point person next to or in the absence of HR Head

· Oversee all Benefits Assistants in Head office and satellite offices

· Maintains quality assistance on members concerns thru Benefits Assistants

· Collects and reviews submitted weekly accomplishment reports

· Assures on time payment and posting of government remittances

· Conducts orientation to new members regarding benefits procedures

· Verifies all coop related incentives and computes the same for the approval of HR Head

· Performs other task that may be assigned from time to time

Benefits Specialist (November 14, 2011 to April 10, 2013)

· Process SSS remittances and loan

· Monitor SSS Loan payment and claims

· Process Pag-ibig remittances and loan

· Monitor Pag-ibig Loan payment

· Process Philhealth records of members

· Consolidation of PMRF and attachments

· Releasing of Certificate of Premium Payment

· Attending member’s concern regarding HMO (APE, checkups)

· Coordinates with HMO/card insurance

· Process and monitor Financial Assistance application

· Process and monitor Service Incentive Leave computation

· Process and monitor Short Term Loan application

· Process and monitor Paternity leave application

Membership Assistant (March 07, 2011  to November 13, 2011)

· Performs background check of applicants prior to endorsement to client/s

· Performs official business trips to different places; attends job fair

· Endorsement of new members (check and validates all requirements submitted by new members and forward to Admin Assistant)

· Submits Weekly Accomplishment Report to Project Administrator

· Liaises with Coordinator in charge of the account regarding issues and concerns of members.

· Facilitate Withdrawal of Membership

· Checks Clearance Form for Revenue members liaises with the Admin Assistant for processing 

· Prepares Certificate for Active and Non-active Membership.
· Performs other task that may be assigned by Project Admin and Membership Head/General Manager from time to time.

BAYER PHILIPPINES, INC. (under Rising Business Concepts & Services, Inc.)

Bayer House Canlubang Industrial Estate, Canlubang, Calamba, Laguna

Human Resources Assistant (August 03, 2010 to February 2, 2011)

· Responsible for Hospitalization claims processing, submission, follow-ups / feedback

· Responsible for computations of Hospitalization excess bills, not covered by the plan – for salary deductions.

· Responsible of SSS Salary Loans processing.

· Responsible of Pag-ibig Multi-Purpose Loans processing

· Responsible of Phil Health Certifications and MDR’s update

· Assist in the computation of SL/VL balance of employees (E-HR Support)

· Assist in recruitment

· Prepares and maintain Monthly Contribution List (Defined Contribution Retirement) of both employer & employee share.

STREAM GLOBAL SERVICES (eTelecare Global Solutions)

Upper G/F, Worldwide Corporate Center, Shaw Blvd., Mandaluyong City

Recruiting Associate – Phone screener (February 23, 2010 – June 22, 2010)

· Conduct initial phone interview

· Schedule applicants for examination or for face to face interview

· Accept inbound calls


CITIMART TOWN CENTER, INC.
J.P. Laurel Highway, Tanauan City, Batangas

Human Resources Assistant (January 23, 2008-January 16, 2010)

· Conduct initial interview to qualified applicants

· Administer examination to applicants

· Orienting newly hired employees with the company rules and regulations

· Prepare monthly and semi-monthly reports

· Keeping and updating 201 files of employees
· Process TIN and PhilHealth data of employees

· Furnish company payments

EDUCATIONAL ATTAINMENT:
Bachelor of Science in Industrial and Organizational Psychology
Polytechnic University of the Philippines – Sto. Tomas, Batangas

June 2003 – April 2007
AFFILIATIONS:

Psychology Society (PUP-STB)

President (2006-2007)

Psychology Society (PUP-STB)

Internal Vice President (2005-2006)

Psychological Organizational for the
Auditor (2006-2007)

 Promotion of Mental Health-PUP

Graduating Class Officer


College Representative (2006-2007)

Psychology Society (PUP-STB)

Member (2003-2007)

SEMINARS/TRAININGS ATTENDED:
• Social Security System (SSS) Indepth Information Seminar
June 18-21, 2012, SSS Building East Avenue, Diliman Quezon City 

• HDMF Fund Coordinator's Club Year End Assembly
December 12, 2012, San Pablo City, Laguna

• Philhealth Employers Engagement Representative Forum
November 19, 2014, SM Aura Tower, Mckinley Road, Taguig City

• HDMF Fund Coordinator's Club Year End Assembly
December 11, 2014, Makati Sports Club, Makati City
SKILLS AND CAPABILITIES:
· Knowledgeable on Microsoft Office Programs : WORD, EXCEL and POWERPOINT

· Knowledge in Human Edge System

· Knowledge in Taleo System

· Good oral and written communication skills

· Driving skills
I hereby certify that the above information are true and correct to the best of my knowledge and belief.
____________________________



Philippines:


Blk 8 Lot 33 Phase 2 San Isidro Heights, BanlicCabuyao, Laguna





Age:


28 years old





Birth date: 


December 18, 1986





Height: 


5’10”





Weight: 


74kgs.





Nationality: 


Filipino





Civil Status: 


Single





Language: 


English & Tagalog





















