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· One of a pioneering team in one of the BPO Company.
· Dynamic, top producing and enthusiastic individual with substantial years of experience.
· Result-oriented with analytical and marketing skills applying innovative perspective.
· Highly organized with the ability to work in an extremely stressful and demanding environment.
EDUCATIONAL ATTAINMENT:
Bachelor of Science - Major in Marketing 

Colegio San Agustin – Bacolod Philippines
EMPLOYMENT PROFILE:
PANASIATIC CALL CENTER INC.
Circumferential Road, Bacolod City Negros Occidental, Philippines
May 10, 2010 - October 15, 2015
HUMAN RESOURCE EMPLOYMENT OFFICER Level III
· Assists with the administration of day-to-day Human Resource functions and duties.
· Manage, update and safe-keep the confidential employee information such as individual employees files and other documents.
· Works closely with Operations Department’s leaders on addressing Human resource-related concerns especially of the Customer Service Representatives.
· Ensure the implementation of and Employee compliance to company policies and prepare appropriate documentation.
· Processes any action taken against an employee ad coordinated with proper departments regarding changes on employee status.
· Prepare Notice of Explanation and Admin Hearing invites of employee/s if needed.
· Facilitates employed exit procedures by conducting exit interviews and signing separated employees’ clearance forms.
· Perform other tasks that maybe assigned by direct Supervisor.
HUMAN RESOURCE ASSISTANT cum Receptionist
· Conduct initial interviews to thee applicants.
· Finalize and inform qualified applicants for final interviews.
· Secure submitted documents from agents for bank ATM requirements and submit it to the bank before the cut off period.
IMMIGRATION NETWORK SERVICES, INC.
Molo Iloilo City, Panay Philippines
June 4, 2005 - May 5, 2010
SUPERVISOR
· Coordinate, assign and review the work of staff to the provincial coordinator.
· Establish work schedules and procedures and coordinate activities with provincial coordinator.
· Resolve work related problems and prepare and submit progress and other reports.
· Direct and advise staff in development and implementation of company policies, marketing strategies and target market as instructed by the provincial coordinator.
· Collects all documents presented by clients and collates and arrange them in preparation their specific application.
· Undertake schedules of appointment of clients with consultants for client’s concern.
MARKETING PERSONNEL
· Analyze client needs and demand to determine the appropriate marketing schemes and services to offer.
· Confers with officials of newspapers, radio and television stations to negotiate advertising contracts and on-air commercial placement.
· Consults with media representative to select specific programs and time slot to ensure optimum used of funds.
· Prepare and propose marketing plans through conceptualization of initiatives such as new marketing techniques and new advertising campaigns.
· Handle and travel arrangement and accommodation of the consultant and officers during provincial seminars and assignments.
PLACELWELL INTERNATIONAL RECRUITMENT AGENCY
Ermita Manila, Metro Manila, Philippines
October 2003- December 2004
RECRUITMENT OFFICER
· Identify current and prospect vacancies, post notices and advertisements and collect and screen applications.
· Advise job applicants on employment potential applicants to arrange interviews.
· Recruit graduates of colleges,universities and other applications to arrange interviews.
· Review candidate records and contract potential applications to arrange interviews.
· Coordinate and participate in selection and examination to evaluate candidates.
· Advise managers and employees staffing policies and procedures.
· Supervise personnel clerks performing filing, typing and record keeping duties.
· Respond to telephone, email and written inquiries from foreign principal and interested candidates.
· Arrange training activities requires by foreign principal to the qualified candidates.
PRODUCTION PERSONNEL cum RECEPTIONIST
· Process, verify and register documentation of qualified applicants for the processing in POEA.
· Maintain and update manual and computers filing and registration system; compile and prepare reports and documents of available job orders abroad.
· Assist in screening and rating of job applicants and conduct basic reference checks.
· Responsible in assigning accredited clinics in qualified applicants and monitor medical reports which will be relayed to specific recruitment officer.
· Welcomes visitors by greeting them, in person or on the telephone; answering or referring inquiries.

· Directs visitors by maintaining employee and department directories; giving instructions.

· Maintains security by following procedures; monitoring logbook; issuing visitor badges.

· Maintains telecommunication system by following manufacturer's instructions for house phone and console operation.

· Maintains safe and clean reception area by complying with procedures, rules, and regulations.

· Maintains continuity among work teams by documenting and communicating actions, irregularities, and continuing needs.

· Contributes to team effort by accomplishing related results as needed.
PERSONAL INFORMATION
Birth date:
September 18

Age: 

34


Nationality:
Filipino



Civil Status:
Single
Visa Status:      Tourist Visa 
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