Cherielyn Cua-Duruin
HR Process Team Lead with ten years of successful experience and recognized consistently for performance excellence and contributions to success in shared service industry.

Contact Details
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Education

Bachelor of Science in Industrial 
and Organizational Psychology 
POLYTECHNIC UNIVERSITY OF THE PHILIPPINES
2007 

HIGHSChool
HOLY CHILD ACADEMY
2003

Elementary
PLACIDO DEL MUNDO 
ELEMENTARY SCHOOL 
1997 




Work Experience
H2R Process Team Lead 
NESTLE BUSINESS SERVICES AOA, INC.
March 1, 2016 – PRESENT
· Ensures all activities related to in-scope processes are completed
· Ensures that Service Level Agreements (SLA) and Key Performance Indicators (KPI) are met. Formulates and ensures implementation of agreed action plans
· Leads the team in establishing and accomplishing objectives as aligned with the work stream priorities
· Evaluates team performance and conducts regular coaching and appraisals
· Ensures team productivity through effective work distribution
· Responsible for ensuring that Standard Routines, training materials and documentation related to data administration are current and accurate
· Conduct Skills Matrix Assessment and Sign off Functional Training Plans
· Ensures implementation of Best Practices
· Drives Nestle Continuous Excellence and Leading Process Improvement projects
· Others: Lean Office Pillar Stream Lead, Certified Lean Office Process Mapping Facilitators, White Belt Certified DMAIC Coach
Performance Acceleration Analyst 
August 1, 2014 – February 29, 2016
· Design and build reports and analysis
· Acts as Lead for Cost Optimization Initiatives
· Gather and analyzes transaction, volumes, and other relevant metrics to identify opportunities for process improvements
· Correlate data from multiple sources including OPM, SAP, SLA, Pulse, and other database files to create integrated views that can be used to drive decision making
· Collaborate with internal customers (e.g., Other Streams and Market Operational Partners) to look for process improvement opportunities
· Benchmark for the best practices among markets
· Coordinate with various Key Pillars (Goal Alignment, Compliance, Education and Training, Focused Improvement, Measures, etc.) to drive the completion of identified initiatives and opportunities
· Others: White Belt Trained, FI Pillar Stream Lead, OPM/CATS SPOC, and Expert Network representative
HR Admin Analyst
February 1, 2014- July 31, 2014
· Act as the subject matter expert for in-scope processes and market-specific knowledge, ensuring acquisition and cascade of these information to the operations
· Investigate & resolve process anomalies/ambiguities and escalates to team lead as necessary
· Coordinate system testing, deployment of new system and services
· Ensure proper documentation of process updates on Standard Routines
· Conduct functional training for employees who are new to the operations ( New hires & transfers)
· Execute validation & reconciliation, prepare control reports for certain critical data/processes
· Gather and analyze transaction, volumes, and other relevant metrics to identify opportunities for process improvements
· Others: Focused Improvement Pillar Member and GSTD SPOC/Coach



Personal Data

Date of BIRTh:  October 11, 1986
NATIONALITY: 	Filipino
CIVIL STATUS:  	Married

References

Jillian Ross Diaz 
Operation Lead
Nestle Business Services AOA, INC.
+63 917 6306776

JOANNE PAGINADO
Marine Personnel Officer	
TEEKAY SHIPPING PHILIPPINES INC.
0998-844-4502

AIZA CRUZ 
Assistant HR Manager
SM Men’s fashoin Mgt. Corp.
0917-799-18266
















HR Benefits Admin Associate 
March 28, 2011 – February 1, 2014
Maintain employee life cycle events: hire, rehire, transfer/promotion, end of employment , Country Reassignment, and personal details update
Execute self-assessment in accordance with business controls requirements
Performs system testing for improvements and updates to cater changes in legal and business requirements.
Ensures generic mailbox management and process documentation
Monitors employee 3rd and 5th month appraisal; and prepares confirmation letter
Initiate process improvements to increase efficiency
Prepares manual payment, related to HR Admin in an accurate and timely manner
Others: White Belt Trained, Focused Improvement Pillar Member and GSTD SPOC/Coach, Education and Training Working Group and Member of Webform Taskforce
HR Assistant (Compensation and BENEFITS) 
SM MART INC.
February 9, 2010- March 18, 2011
Daily attendance processing and reporting : Exception Report and Daily/Monthly Attendance Report
In charge of encoding, or updating timekeeping documents such as Change of Schedule, Leave of Absence Request, Work Authorization and Undertime Records.
Prepares terminal pay attachments and handles queries/concerns on timekeeping procedures and functions
Responsible for sending PRN files (Time Entries) to other branches and ensuring accuracy of Chronolog Machines and Bundy Clocks
Encoding of New Hires/ Changes in the Prime System Profile  and conducts company orientation for new hires
Provides IAR every month for Travel Allowance and  processes On-The-Job Trainee Allowances
Provides Daily time Record and Individual Attendance Record of Resigned Employees for their Separation Clearance Processing and answers background Check for SM Employees
Provides and check documents for Perfect Attendance Candidates 
Exposure to Prime System, CHRIS, Oracle
Performs other task that may assigned from time to time
RECRUITMENT COORDINATOR 
ASCEND (ASIA) WORLDWIDE MARKETING SOLUTIONS
(Formerly PIVOTALE INTERNATIONAL)
 April 17, 2007- October 11, 2008
Responsible for sourcing applicants, scheduling for interview and screening applicants
Handle initial interviews for prospective call center agents applicants
Participate in the job fairs
Trainees' orientation and preparation of monthly/quarterly reports, file custodian and database update
Background check for prospective employees
Other recruitment related task such as assisting in pre-employment requirements, contract signing, trainee's ID, answering phone calls and inquiries and manning the reception
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