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Career Objective


____________________________________





To Build and enhance a career in Psychology or any related position that would enhance and maximize my skills and potentials as a degree holder of Bachelor of Science in Psychology and allowing myself to be an asset to the company where I can contribute to its vision and growth.








Personal Information








Date of Birth		August 6, 1986


Place of Birth	Sn. Fernando City, Pampanga Philippines


Height		             5’8


Weight		             130 lbs.


Citizenship		Filipino


Civil Status		Single


Religion		Roman Catholic








Educational Attainment








TERTIARY	Bachelor of Science in Psychology


		Angeles University Foundation


		2005 – 2008


	


		Bachelor of Science in Nursing


		Angeles University Foundation


		2003 – 2005








SECONDARY	Chevalier School


		Sto. Domingo Angeles City


		1999 – 2003








 PRIMARY	Chevalier School


		Sto. Domingo Angeles City


		1993 - 1999














Professional Experiences





1 Box Office


HR/Admin Officer / PRO


Dubai, UAE


June 8, 2015 – Nov. 2015








Overall in charge of HR/Admin activities (from Recruitment, Labor Relations, Timekeeping and payroll, Employee Relations) for 1 Box Office and its Two sister companies;


1 Box Office – Football and events ticketing services.


1 Platinum Concierge – Events Management and consultancy.


Time 4 Diamonds – Trading Luxury watches.


Staff monitoring and checking.


Handling cases and coordinates with the lawyer.


PRO for all Governmental and Non-Governmental transactions which includes but not limited to, applications and renewal of Visas, company licenses, payments, etc.


Coordination with external affiliates and partners.


In charge of all real estate properties of the Manager/Owner.


Renewal of tenancy contracts, Ejari application and in charge of all maintenance for the properties.


Coordination with the workshop for customization of Luxury watches as per customer’s preference.


Checking of watch parts (dial, bezel, shoulder, hands, bracelet, diamonds, etc.)


Uploading of football and event tickets and pricing in order to feature on our website.


Taking account for sales of football and event tickets.


Responsible for events management and set-up prior to the event date.


Authorized person for bank all bank transactions.


Working hand in hand with managers for the smooth flow of the business.














BD Select


Recruitment Officer / Researcher


Dubai, UAE


June 4, 2014 – June 7, 2015








Establishes recruiting requirements by studying organization plans and objectives. 


Builds applicant sources by researching and contacting media, and internet sites.


Determines applicant requirements by studying job description and job qualifications.


Attracts applicants by placing job advertisements and job sites.


Determines applicant qualifications by interviewing applicants, analyzing responses, verifying references, comparing qualifications to job requirements.


Arranges management interviews by coordinating schedules. 


Evaluates applicants by discussing job requirements and applicant qualifications with managers; interviewing applicants on consistent set of qualifications.


Improves organization attractiveness by recommending new policies and practices, monitoring job offers and compensation practice, emphasizing benefits and perks.


Updates job knowledge by participating in educational opportunities, reading professional publications, maintaining personal networks, participating in professional organizations.


Accomplishes human resources and organization mission by completing related results as needed.


Efficiently and effectively fill open positions. 


Complies with established Quality Management System Policies and Procedures; verifies work for accuracy to ensure quality of output.











Develop a pool of qualified candidates in advance of need. 


Research and recommend new sources for active and passive candidate recruiting. 


Build networks to find qualified passive candidates. 


Utilize the Internet for recruitment.


Takes personal responsibility for and meets all individual activity goals and Sr. Recruiter productivity targets as defined by manager and assists the rest of the recruiting team to reach their goals 


Actively participates in all team meetings; actively shares ideas and concepts.


Plays an active role in developing goals for new Recruiters though leadership and guidance.


Continuously explores new recruiting sources, job boards, and forums


Diligently pursues a broad and deep understanding of all aspects of your division, your core competencies/skill sets, and our company as a whole. 


Ensures all hiring paperwork is filled out thoroughly and all required screening protocols are complete.


Build networks to find qualified passive candidates. 


Utilize the Internet for recruitment.


Takes personal responsibility for and meets all individual activity goals and Sr. Recruiter productivity targets as defined by manager and assists the rest of the recruiting team to reach their goals 


Actively participates in all team meetings; actively shares ideas and concepts.


Plays an active role in developing goals for new Recruiters though leadership and guidance.


Continuously explores new recruiting sources, job boards, and forums


Diligently pursues a broad and deep understanding of all aspects of your division, your core competencies/skill sets, and our company as a whole. 


Ensures all hiring paperwork is filled out thoroughly and all required screening protocols are complete.


Complies with established Quality Management System Policies and Procedures; verifies work for accuracy to ensure quality of output.











Jocker’s Foods Industries (Manufacturing)


HR Officer/Head


September 23, 2013 – February 28, 2014 (End of Contract)





Overall in-charge of the HR Department which includes but not limited to the following;





Recruitment Division; Industrial and Labor Relation; Organizational Development; Compensation and Benefits.


Direct Reporting to the Executive Director.


Training, meeting, conferences and workshops;


Administer, direct and review employee benefit programs;


Resolve Labor disputes and grievances;


Plans, direct, supervises and coordinates work activities of staffs;


Formulates policies, procedures and programs for the total HR;


Improves programs and service quality;


Responsible/In-control of the total HR Function.














TPCI (FMCG – Distributor)


HR Supervisor / Head


September 19, 2011 – August 2013





Supervision of HRD wide functions, services, and responsibilities. In charge of meetings and direct report to the General Manager and other affiliates.





Summary of Functions as listed;








Oversee and In-charge of overall HR Functions (Recruitment, Labor Relations, Employee Relations, Training, Benefits & Compensation)


Participates in Monthly Business Review


Direct reporting to the top management


Coordinates with 3rd party affiliates and Gov’t agencies.


Manages and observes company rules and regulations and maintaining proper conduct of employees.


Manages and administering events and other significant proceedings.


Presentation of monthly reports during Business Review.


Responsible in the total function of Human Resource Department.

















Recruitment/Talent Acquisition:





Carry out of personnel requisition form from Department concerned.


Sourcing of applicants and possible candidates and scheduling for initial/in-depth interview, and examination. 


Proper monitoring or recruitment related data’s, manpower count, pre-employment requirements, employment contracts and status monitoring.











Compensation and Benefits:





Daily attendance validation and monitoring.


Supervision of payroll cases and other related issues.


Proper compliance to given company benefits and government mandated benefits.





Training and Development:





Orientation for newly hired employees pertaining to duties and responsibilities, work instructions and company rules and regulations.


Training proceedings properly evaluated for possible needs.


Quarterly evaluation and appraisal for employees.





Industrial Relations:





Proper implementation of existing company policies and counselling to avoid possible violations/offenses.


Performs admin hearing to employees with violations and offenses especially with regard to sensitive cases.


Ensures that company’s rules and regulations are properly implemented and acknowledge by all employees.


Attends to legal hearing/investigation and prior arrangement with the counsel.








Manson Drug Corporation


HR Assistant


December 2008 – June 2011


 


Filling up vacant and necessary vacancies.


Headhunt for vacant positions.


Administering Psychological and Entrance Exams. 


Interview applicants and process qualified candidates. 


Performs orientation for new hired employees


Creating contracts and monitoring of workforce. 


Updating of Human Resource Information System. 


Dealing with employees’ concerns. 


Handling other HR task and activities. 


Handling some government documents


In-charge of employment certificates. 


Generates weekly and monthly reports.


Conducting Orientation among new hired employees.


Assist in Corporate Training for newly hired.











Sutherland Global Services


McAfee Technical Support


June 2008 – December 1, 2008





Assisting customers for technical concerns regarding McAfee.


Enhanced Communication skills especially English.


Training and Development


Maximize potentials and extending support for the customers. 














