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CHRISTINE TOPACIO VELASCO

74D E. Mendoza Street, Buting Pasig City 1600
Mobile no. 09162808399
Email Address:   tinhz_snow1928@yahoo.com


Career Objective


To be able to work with people that will enhance my skills and knowledge towards continuous growth and advancement of the Company.

Professional Work Experience

· Global City Auto Sales Inc. (Ford Global City) – HR Supervisor, Welfare & Benefits (General Overhead)
Autohub Group of Companies Inc.
Blk 15 Ford Global City Bldg., Rizal Drive Crescent Park West, Bonifacio Global City, Taguig 1634

Tel #860-8888 loc. 8513

July 11, 2019 – present

· Central HMO administration and facilitation – dealership coordination – Policy Compliance Monitoring – Billing Resolution, Contract etc.
· Hospitalization Support Services (Visit, Concern negotiation, emergency assistance, documentation support and logistical needs)

· Health Education Seminar Organization and Facilitation

· Autohubwide APE Facilitation

· Handles central GPAI/GTL administration and facilitation – Policy 
· Leave Benefit Administration and Facilitation

· Calamity Loan, Company Loan, Bereavement, Shuttle Service, First Aid Administration and Facilitation

· AGMAF Services Delivery and Monitoring

· Statutory Benefits Administration and Services Delivery

· Canteen Services Monitoring and Delivery

· Reportorial and Policy Directives’ Compliance

· PMS Supervision and Implementation
· Creedon Technologies Ph – HR Officer (Compensation and Benefits)

18th Flr. Wynsum Corporate Plaza, 22 F. Ortigas Jr. Road, Ortigas Center, Pasig City, 1605

Tel# 509-0183

February 11, 2019 – April 15, 2019

· Payroll Administrator

· Compensation and Benefits Administrator

· Autohub Group of Companies Inc.
Blk 15 Ford Global City Bldg., Rizal Drive Crescent Park West, Bonifacio Global City, Taguig 1634
Tel #860-8888 loc. 513

August 7, 2010 – February 8, 2019

Autohub Car Care Services and V-kool Phils, Inc.  - HR Generalist Supervisor, OIC 
· Ensure Administration and Delivery of the Recruitment, Hiring, On-boarding, Personnel Movements and Exit Interview of Personnel
· Employee Relations, Orientation and Training facilitation/coordination
· Ensure PMS implementation and Administration

· Compensation and Benefits Administration, Processing and Implementation (Statutory and Company)

· Salary Administration Processing (Salary Related documentation, Timekeeping and Payroll coordination)
· Personnel Attendance and Company Violations monitoring and Implementation

· Legal Services Support and documentations

· Personnel Records and Information Maintenance 

 Global City Auto Sales Inc. (Ford Global City)  - Welfare and Benefits Officer(General Overhead) 
· HMO facilitation, coordination, reporting, documentation, payroll deductions and check payment releases (Membership, availment, Requisition, processing, monitoring, etc.)
· Statutory benefits Requests Facilitation (SSS, PHIC, HDMF, BIR) : Review of documents, processing, availment and computation, statutory issuances monitoring and updates)

· Company Initiated benefits processing/documentation (Company loan, Company and Bereavement Assistance, Calamity loan administration and processing)
· Leave benefits administration, monitoring, HRIS management, leave ledger management and documentation – Central data reference
· GPAI facilitation, coordination, reporting, payroll deductions and check payment releases (Membership, availment, Requisition, processing, monitoring, etc.)

· Uniform benefits availment monitoring, reporting, payroll deductions and check payment releases
· APE compliance monitoring / documentation

· AGMAF services administration and processing

· Hospitalization Support and Services

· Medicines and first aid services (Custodian, Inventory, requisition, replenishment, monitoring, reports – includes BP monitoring as needed)
· Shuttle and Canteen Services monitoring - Meal subsidy validation

· Full time coordinator and Liaison to government agencies

· Other tasks that may be assigned from time to time.

· Peso Resources Development Corporation – HR Officer/Admin. Officer cum Inventory Officer

RM 205 CRM III Bldg., 106 Kamias Road, Quezon City Tel. # 436-0174, 433-4180

December 15, 2008 – July 31, 2010

       - Appointed as HR/Admin/Recruitment Head

 - Safe keeping of 201 files 
- Updating of Organizational Bulletin
- Internal Hiring 
- Formulation and Issuance of Internal and External Memorandum (Erring employees, Compliance, Policies and procedures)
- Orientation of Newly hired employees
- Logistics and Administrative concerns (Canvassing, placing order, purchasing, receiving, issuance and distribution of uniforms and office supplies, Inventory)
      
      - Maintenance, repair and services of Office equipment

- Attend to labor cases and employee's concerns 
- Reporting of employees to government sectors (BIR,Philhealth, Pag-ibig, DOLE, SSS)
-Timekeeping and Payroll (monitoring of attendance of all internal personnel)
- assist the recruitment team
- Issuance, Monitoring and Update of Clearance and Certificate of Employment for employees who ended their contract, etc.

- Conducted trainings/team building to 30 employees for Basic and Advance Office Etiquettes
· Alex and Engracia Legacy Corp.(Aristocrat Restaurant) - Recruitment Assistant

432 Roxas Blvd. Malate Manila Tel.#524-7671

May 11, 2007 – July 22, 2008

- conducts initial interview
-select qualified applicants for training
-administration of exams
-updating and safe keeping of 201 files
-monitor expiration of probationary and contractual employees
-collating of applicant's requirements 
-assist in executing trainings and programs for the employees
-handles manpower pooling

- conducted training for Basic Computer concepts and troubleshooting and Entreprenuerial skills
· Andok’s Litson Corporation – Recruitment Assistant

#27 Bulacan St. Brgy. Bungad West Ave. Quezon City Tel.#372-4033 loc. 162


February 20, 2006-May 9, 2007


         - Appointed as Team Leader for the Recruitment Team

         - conducts field recruitment and hiring (Manila and provincial area) 

-  conducts initial interview
- administer preliminary exams
- administer psychological exams
- select qualified applicants for the vacant position
- evaluate psychological exams
- select qualified applicants to department heads for final evaluation
· Diversified Business IT Solutions Inc.-Data Specialist

3rd floor Sunshine Bldg. San Juan Metro, Manila Tel.no.727-5106

December 14, 2005-February 19, 2006 

· Examines and encodes data to the System

· FB Management Group Inc.(Pho Hoa Vietnamese Noodle House Inc.) – HR Officer (Generalist)
-F1 Citiwalk Eastwood City Libis, E. Rodriguez Jr. Ave., Quezon City 

June 19, 2003 – January 31, 2005  (02)421-2972 / 421-2049

- Safe keeping of 201 files
- Sourcing, Hiring and Placing of employees for Store Supervisors, Crews, Cooks and back of the house employees

- Issuance of Internal and External Memorandum to erring employees regarding Policies and procedures
- Attend to employee's concerns

- Reporting of employees to government sector (BIR,Philhealth, Pag-ibig, DOLE, SSS)
-Timekeeping and Payroll (monitors attendance of all employees)
- Inventory of supplies.
- Issuance, Monitoring and Update of Clearance and Certificate of Employment for employees who ended their contract

Educational Attainment


Graduated with a Bachelor’s Degree in Clinical Psychology at the Polytechnic University of the Philippines, Sta. Mesa, Manila, Philippines (1998-2002) 

Training Experiences

· Service Level Agreement Training– 6th Floor Training Room I&II, Blk 15 Ford Global City Bldg., Rizal Drive Crescent Park West, Bonifacio Global City, Taguig 1634  (December  18, 22019 and March 12, 2020) 
· Autohubwide Policy Orientation Training – 6th Floor Training Room I&II, Blk 15 Ford Global City Bldg., Rizal Drive Crescent Park West, Bonifacio Global City, Taguig 1634  (May 16-17, 2018) / Resource person for Batch 1,2 and 3

· Performance Management Skills Training –,6th Floor Autohub Institute Lecture Room, Blk 15 Ford Global City Bldg., Rizal Drive Crescent Park West, Bonifacio Global City, Taguig 1634  (September 6-8, 2017)
· Policy and Procedures Formulation Training – 6th Floor Training Room I&II, Blk 15 Ford Global City Bldg., Rizal Drive Crescent Park West, Bonifacio Global City, Taguig 1634  (November 21-23, 2017)
· Basic Supervisory Developmental Training – October 23-24, 2017, 6th Floor Lecture Room I, Blk 15 Ford Global City Bldg., Rizal Drive Crescent Park West, Bonifacio Global City, Taguig 1634
· Fort Bonifacio General Hospital, Psychometrician

-Fort Bonifacio Makati City, Tel.#845-9555 loc.4622

June 20, 2005 – August 19, 2005 (360 Hrs.)

· Social Services Development Department: Hotel and Restaurant Services

-Barangay Hall, San Martin de Porres Cubao, Quezon City
February 8, 2006 – February 17, 2006

· Haven’s Touch Caregiver Training and Assessment Center Inc.

-No. 32 Oxford St. Cubao Quezon City, Philippines

E-mail Address: havenstouch@pacific.net.com

Accreditation No.: CRG130314126; March 2004 – November 2004


· Sunrise Hill Therapeutic Community, Hospital Attendant

-No. 20 11th Street New Manila, Quezon City Tel.# 724-6128

November 2001- January 2002 (300 Hrs. OJT)

· National Food Authority, Office Personnel

101 E. Rodriguez Sr. Avenue, Quezon City Tel.#(02)712-1401

February 23, 1998 – March 20, 1998

Seminars Attended

· Developmental Assignment Management Orientation – October 23, 2018, 6th Floor Training Room I, Blk 15 Ford Global City Bldg., Rizal Drive Crescent Park West, Bonifacio Global City, Taguig 1634

· SSS General Information Seminar – August 17, 2018, East Avenue, Diliman, Quezon City

· JobStreet Effective Blue Collar Recruitment – January 8, 2018, Robinsons Cybergate Tower 3, Pioneer St., Mandaluyong City
· Beating the Global Financial Crisis Through Joint Problem Solving and Creativity & Stress Management – City Personnel Training room, 5th flr., Main Bldg., Quezon City Hall (March 25, 2009)

· Psychologists Responding to the Challenges of a Threatening World – Balagtas Hall, PUP Main Campus Library (January 5, 2002)

· 7th Annual Symposium on the Contribution of Psychology to Peace – PUP Balagtas Hall (July 18, 2001)

· 21st Century HRD: Getting In and Playing the Game – PUP Balagtas Hall (February 16, 2001)

· Psycho-Tech 2000 – PUP Recreational Hall (February 8, 2000)

· Trends and Issues: Human Resource Management and Labor Law – C.M. Recto Hall, PUP Main Building (January 19, 2000)

Personal Information


My friends call me Tinh or Tinay.  I was born on September 4, 1980 at the Far Eastern University Hospital, Manila to Mr. Arnold Vibal Velasco and Ms. Minerva Ronario Topacio-Manalaysay both were deceased. I am single with one dependent (son), 5’2” in height, a Filipino Citizen and Roman Catholic in belief.  I am knowledgeable in Psychological Assessment and Evaluation, Computer Operations (Microsoft and Minor Troubleshooting), Arts and Crafts, Sketching, Cooking, Basic Cashiering, Basic Accounting, Cooking, Table Setting and typing (60wam).

