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July 2010 – April 2016
Calamba City, Laguna, Philippines
PLANNING AND ACQUISITION SPECIALIST (April 2015 – April 2016)
Planning, Acquisition and Development Section – Human Resources Group
Duties and Responsibilities:

· Performs full cycle recruitment: sourcing to on-boarding.
· Facilitates manpower sourcing strategies such as, but not limited to job matching, online job posting, referrals and walk-in applicants.
· Schedules, administers and interprets pre-employment examination of the applicants.
· Conducts preliminary interview and screening of the applicants.
· Arranges technical and panel interview of the applicants. 
· Finalizes and communicates interview results of the applicants.
· Prepares salary and job offer for the successful applicants.
· Processes pre-employment requirements such as, but not limited to medical examination, background investigation and 201 file documentation.
· Implements job re-classification and core talent selection for new and regular employees.
BENEFITS SPECIALIST (July 2010 – April 2015)
Compensation and Benefits Section – Human Resources Group

Duties and Responsibilities:

· Company Initiated Benefits Administration (July 2011 - April 2015)

· Focal person on HMO Renewal Activity
· Provide employee assistance for HMO Benefit Availment
· Endorsement of HMO deletion details and termination of contract
· Processing of employee’s incentives, awards and allowances
· Processing of death claims and bereavement assistance for the employee's beneficiaries
· Processing of employee's loan application
· Communication Allowance Billing and Payment Processing for Managers and Supervisors

· Performance Evaluation for Operator Level (July 2011 - April 2015)

· Provide guidance and assistance to Department Heads for the evaluation policies and procedures
· Checking of evaluation and force ranking
· Preparation of appointment papers for evaluated employees and discussion of results

· Government Mandated Benefits Administration (July 2010 – July 2011)

· Enrollment of new members and update government records of all employees
· Document Preparation for the monthly payment of loans and premiums in Government Agencies
· Sickness/Maternity Notifications and Reimbursement Processing
· Provide employee assistance on loan application submission to Government Agencies
· Encode loans for employee’s salary deduction
· Preparation of health related records as hospitalization requirement of employees and its dependents
· Provide monitoring and status updates to check future improvements and process stabilization

TIMEKEEPING MANAGEMENT PIC (July 2011 – April 2015)
Compensation and Benefits Section – Human Resources Group

Duties and Responsibilities:

· Checks and manage timekeeping records of employees
· System Management Administration for Time & Labor
· Prepares report needed for timekeeping
· Prepares leave utilization report

	
	Filipino, Single, 26 years old, Born on 5th April 1990

Holding a visit visa which will expire on 19th July, 2016
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Academic Qualifications:





BACHELOR OF SCIENCE IN


INDUSTRIAL AND ORGANIZATIONAL PSYCHOLOGY





Graduated CUM LAUDE


Polytechnic University of the Philippines 


Batangas, Philippines


June 2006– May 2010








SKILLS ACQUIRED:


Talent Acquisition/Recruitment


Manpower Planning


Employee Benefits Administration


Timekeeping Management


HR Policies





HUMAN RESOURCES PRACTITIONER


● Planning and Acquisition Specialist


● Benefits Specialist  


●Timekeeping Specialist


CAREER OBJECTIVE:





To have a full time position in a well established institution which offers a healthy and professional working environment that enables me to grow while achieving its’ standards and goals.





SUMMARY OF QUALIFICATIONS:	





Recruitment and Selection Process


Test Administration, Scoring and Interpretation


Salary Offer Negotiation


Government Mandated and Company Initiated Benefits


Timekeeping System Administration


Payroll Processing for Student Trainees


Proficient in MS Office Applications


Excellent Communication and Interpersonal Skills





Professional Experiences:
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