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Rhea Mae, CPA
Email: rhea.348439@2freemail.com 
CAREER OBJECTIVE

To obtain a fulfilling position where I could practice my profession and apply my skills that I acquired through training and work experience. Furthermore, it is my goal to practice my chosen profession in accord with the fast – changing trend in modern technology. 
WORK EXPERIENCE
June 2016 – January 2017

Operational Excellence Specialist





              Philip Morris Philippines Manufacturing Inc.





              Tower 1 The Enterprise Center Makati City

· Lead in the reporting and analysis of Human Resources Services Asia Key Performance Indicators including the production of KPI reports, identification of improvement areas, and monitoring of improvement plan implementation and effectiveness. 
· Lead Asia HR teams as subject matter expert in analytics tools used including but not limited Business Warehouse, Global and Regional Dashboards, HR2U Ad Hoc Query (and such other tools that may apply).

· Lead Asia HR teams as a subject matter expert in data management and analysis ensuring appropriate use of graphs, illustrations and statistical measurements, and proper handling and flow of data.

· Identify improvements related to systems, work methodologies, overall framework on HR analytics and data management to ensure continuous improvement and adaptation of best practices. 
· Lead ad hoc projects or initiatives assigned that may require working across internal, country, regional, and global teams. Completed and closed two major improvement projects involving members from other regions Europe and Latin America on process automation and simplification
· Prepare business or purpose specific presentations for HR Management team that will require use of analytics tools and methodology. 
September 2014 – June 2016

 Compensation and Benefits Specialist





              Philip Morris Philippines Manufacturing Inc.





              Tower 1 The Enterprise Center Makati City

· Annual Compensation Cycles - Execute operational tasks related to realization of the annual compensation cycle in accordance with global guidelines and local requirement; provide high level support to central and market HR teams to ensure smooth and timely completion of the compensation cycles: Prepare and submit the data for salary and benefits surveys within required timeframes to which I have worked with Mercer, Towers Watson and Hay Group. Prepare internal and market data reports in a predefined format to support the salary increase budgeting process. Provide input to the compensation planning process by collecting internal and market data and prefilling compensation plans. Execute the annual merit review cycle through eligibility checks, provision of reports and calculations and active collaboration with PMI Compensation Team, SSC Country Teams. Performed end to end merit cycle for PM Philippines and PM Indonesia with approximately 16,000 employees. Provide support to HR Directors and Managers and Local HR Services Teams during the merit cycle. 

· Job Evaluation - Review and evaluate job descriptions using appropriate methodology and applicable tools and within the SLA timeframes to support companywide consistency in the application of compensation and benefits principles. Completed job evaluation for an entire organizational unit in Indonesia (154 employees).
· Compensation Related Queries - Provide customers and shared services teams with clear and accurate answers and support regarding compensation related processes based on global and local, principles, guidelines and practices to attain high customer satisfaction. Escalate and follow up exceptional cases to appropriate central teams: HR Info Management / Information System, PMI Compensation, HR Central Teams and others.

· Responsible from data input & integrity and administration in all relevant systems to guarantee effective and high-quality data management for almost 16,000 Philip Morris employees.

· Actively contribute to the improvements / updates and implementation of local C&B related policies, procedures and templates that ensure transparency, fairness and cost effectiveness, while being in line with worldwide PM standards and policies.

April 2014 – September 2014
      Payroll Analyst





      PMFTC Inc. 




      Tower 1 The Enterprise Center Makati City

· Assist and ensure smooth transition to new payroll system of 6,000 employees of PM Philippines
· Act as subject matter expert in the transition to SAP – based payroll from Legacy payroll system 
· Process end to end payroll of 6,000 employees including, where appropriate, payment preparation for separated employees and coordinates with finance to ensure adequate and timely funding.

· Prepares reconciliation reports every payroll run and coordinates with local HR teams to ensure that discrepancies are accounted and corrected as necessary.

· Attends to all payroll-related inquiries.

December 2010 – April 2014
        Payroll Associate





        Nestle Business Services AOA





        Supima E-Circle Malhacan Road, Meycauayan, Bulacan

· Process payroll including, where appropriate, payment preparation for separated employees and coordinates with Treasury to ensure adequate and timely funding.

· Prepares reconciliation reports every payroll run and coordinates with Pre-processing team to ensure that discrepancies are accounted and corrected as necessary.

· Prepares bank transfer / upload for salaries and other manual payments in an accurate and timely manner.

· Continuously assist Subject Matter Experts (SME) and Local Globe Org (LGO) staff on improving system processes to cater changes in business and legal requirements.

· Prepares manual booking, as necessary, and assist Accounting Operations in their reconciliation on a regular basis, ledger balances on withholding tax, loans and other accounts affecting payroll.

· Attends to all payroll-related inquiries.

· Coordinates with various operating units on the timely submission of periodic reports and remittances/payments to external parties and the other various government agents.

· Prepares and reconcile yearly tax submission for various Nestle around the globe and monthly tax reconciliation.

· Computes and reconcile final pay.

PERSONAL INFORMATION


Place of Birth

:
Baguio City

Date of Birth

:
June 8, 1988

Citizenship

:
Filipino


Religion


:
Roman Catholic


Sex


:
Female


Civil Status

:
Single
SKILLS AND INTERESTS
· Good English communication skills, both oral and written

· Knowledgeable in basic computer applications (Microsoft office and Internet)

· Good skills in SAP navigation
· Able to work in teams and on complex projects

ACHIEVEMENTS

· Certified Public Accountant Board Passer – October 2010
· Gold Winner - Process Improvement Convention of Philip Morris Indonesia (Oct 2016)

· White – Belt Certified (Six Sigma) December 2012
· Module Designer certified by Guthrie and Jensen
· Focus Improvement Pillar (June 2011 to present)

· University Dean’s List SY 2005- 2007 
SEMINARS ATTENDED
· LEAN Methodology and Startup                                      December 7 - 8, 2016

· Philip Morris Project Management                                   July 29-30, 2015
· Module Design and Development Program                     April 10 -12, 2013
· Nestle Everyday Coaching                                              June 26 – 27, 2012

· Microsoft Excel 2007 Level 3 Training                             August 22, 2012
· Service Excellence                                                           September 20-21, 2011
CHARACTER REFERENCES

Available upon request

