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181 San Roque St. San Antonio Valley 6 Paranaque City, Philippines
CONTACT NO: +639171334352
EMAIL: catherinesta.maria@yahoo.com

OBJECTIVE:	To obtain a challenging position in a Service Oriented Company
where I will be able to maximize my skills in program development, quality assurance, training experience and management.

EDUCATIONAL BACKGROUND
---------------------------------------------------------------------------------------------------------------------------------

COLLEGE			:	City College of Manila
						Escolta, Manila 1999- 2003
		Course			:	B. S. Psychology 
					
:            Philippines Women’s University
Taft Manila, (Summer 2004)
6 Education Units
Professional Teacher
LET Passer (Secondary level)
License no: 0846002
August 29, 2004

   	:	CAREGIVER
UniCyber of Science and Technology
June 05, 2007 April 30, 2008	

WORK EXPERIENCES
---------------------------------------------------------------------------------------------------------------------------------

La Huerta National High School
Quirino Avenue Corner M.H. Del Pilar Paranaque City
July 26, 2015 – Present
Position : Teacher I
Duties and Responsibilities

· Facilitates learning and constantly nurture every learner.
· Perform duties that may be assigned from time to time.
· ESP club adviser.

Interactive Multi-Purpose Cooperative
I Care Bldg, Legaspi St. Corner Legaspi St. Legaspi Vllage Makati City
February 4, 2013 – March 10, 2014
Position: HR Compensation and Benefits Officer
Duties and Responsibilities

· Filling of SSS documents (Maternity Notification & Reimbursement, Sickness Notification & Reimbursement, Salary Loan,  and reporting of newly hired and  separated employees.
· Prepare SSS, PAG IBIG, PHILHEALTH Contributions Report
· Prepare Loan Payment Report for SSS & Pag Ibig.
· Computation of Sickness & Maternity Benefit regarding employees application for SSS maternity/ sickness benefit claim.
· Received and pick up of SSS  & Pag Ibig documents including rejected salary/ calamity loan applications, approved sickness notification, denied maternity reimbursement claim.
· Processed R-3 and repayment files with hard copy for posting of Contribution & Loan payments.
· Official signatory for SSS, Pag ibig, Philhealth, TIN application with regards to loans and certificates
· Encoding and computation of unused service incentive leave, paternity leave and bereavement leave.
· Request check payments for SSS, Pagibig and Philhealth
· Application of TIN, Pag-ibig & Philhealth numbers of employees and encode to data base.


EGSI – Environment & General Services Inc.
738 LN Bldg, Shaw Blvd, Mandaluyong City
July 16, 2011 – February 02, 2013
Position: HR, Admin & Legal/ Executive Assistant
Duties and Responsibilities

HR & Administration

· Updates & encodes newly hired employee, separated employees and new account numbers (ATM) to file maintenance.
· Preparation and updating of employees PANPA (Salary/wage adjustment of project employees) and updating them to file maintenance.
· Preparation of cover letter to open and close account for endorsement to Security Bank
· Application, safekeeping and issuance of ATM cards of project employees
· Preparation and issuance of forms for project employees with blocked, lost & damaged ATM cards.
· Prepare the presentation for newly hired employees, birthday celebrant & anniversary celebrants of the month.
· Prepare of notice to deduct salary addressed to accounting section regarding project employees with new issued ATM and pre-employment medical examinations & others.
· Prepares and signs issuance of first and second written memo for project employees.
· Issuance of employment certificate for active & resigned employees as requested.
· Checking and verification attendance of project employees that are nominated for perfect attendance
· Preparation of HR & Administration Department Billings (Telephone, Company mobile, Meralco, Maynilad & Security services 
· Prepare & distribute monthly request of supplies of all HR staff
· Monthly preparation of meal allowance for Head Office staff & HR Manager
· Organizes and coordinates company events (Perfect Attendance Awards, Team Building, Company Outing, Company Anniversary, Company Uniform, Loyalty Awardee & Christmas Party)
· Received HR Calls & forward them to concerned personnel.

Employee Relations 
· Responsible to work with groups of employees, union representatives and line managers
· Establishing and maintaining good relationships between employers and employees.
· Advising employees on the proper procedures for carrying out negotiations and on the special regulations relating to employment and salary agreements.
· Providing accurate advice on issues arising from employment contracts.
· Preparing staff handbooks to ensure that the workforce is aware of company policies
· Ensuring that grievance handling and disciplinary proceedings are carried out in line with company policy and national legislation
· Conduct HR orientation with the new staff with regards to Company Rules, Duties and Responsibilities of each employee, Code of Conduct, Benefits, Leave and ISO

Executive Assistant 
· Maintaining office coordination between the department and the rest of the staff.
· Arranging meetings and other gatherings of HR Manager.
· Creating and maintaining office documents.
· Accompanying the employer to conferences and meetings, for MOM recording of account happenings and improvements.
· Supervising the work of low level clerks assigned schedule and assign jobs.
· Collects and concise weekly report of all HR staff.
· Making travel arrangements: when the employer or the department has to travel some place on official business.
· Maintaining confidentiality in all aspects on the firms dealing and working.

EGSI – Environment General Services Inc.
January 27- July 15, 2011
Position: Recruitment, Training, Payroll & Compensation & Benefits Assistant
Duties and Responsibilities

Recruitment 
· Handling Complete Recruitment cycle
· Raise Manpower Requisition Form 
· Post job hiring to different job portals & source out suitable candidates.
· Conducts initial interview with candidates
· Administers and evaluates psychological exams for those qualified applicants
· Coordinate with the various departments for the technical interview.
· Follow up on interview feedback
· Respond’s to applicant’s inquiries regarding their application process and their status
· Negotiating and finalizing the offers
· Preparation of employment contract
· Represent the company at job fair’s and other events related to recruitment
· Organizing, collecting and filling of resumes for recruitment
· Encoding applicants evaluation at recruitment data base
· Maintains active files for manpower pooling
· Prepare the Confirmation and Appraisal Letter of staff
· Facilitates exit interview ensuring confidentiality of the results

Training Seminar & Events
· Request check & prepare the choice of food to serve.
· Submit endorsement of employees for training.
· Prepare training manuals & training room.
· Update training history to 201 file
· Encode training to database of training compilation of all employees.
  
Timekeeping and Leave Administration
· Monitor Attendance of Head Office Personnel using AMAPS System
· Make attendance summary every cut off.
· Prepare payroll of Head Office personnel & submit report to Financial Controller
· Prepare summary on Overtime Record of all employees
· Update & monitor leave credits of employees (Sick and Vacation Leave)
· Distribute payslip to all employees

Compensation Benefits
· Prepare SSS, PAG IBIG, and PHILHEALTH Contributions Report.
· Request check payments for SSS, PAG IBIG, and PHILHEALTH
· Filling of SSS documents and reporting of newly hired and separated employees.
· Process of application for salary loan, sickness and maternity notification, sickness/EC and Maternity/ Sickness Reimbursement of all employees
· Receipt and pick up of SSS documents including rejected salary/ calamity loan applications, approved sickness notification, denied maternity reimbursement claim. (complete file) salary/calamity loan.
·  Processed R-3 and repayment files with hard copy for posting of contribution.
· Consolidation of all files on SSS, Pag ibig, Philhealth, contribution and loans and updating in the system
· Official signatory for SSS, Pag ibig, Phil health, TIN application with regards to loans and certificates
· Encoding and computation of service incentive leave, paternity leave and bereavement leave.		

Al Ain, UAE
September 30, 2009 – October 26, 2010
Position: HR Admin. Staff
Duties and Responsibilities

· Administer & evaluates psychological exam for applicants
· Conducts initial interview, checks applicationhecks applicatio.
· plicants flogical exam for applicants
· tribute it in timeompany Outing, & schedule qualified applicants for training at PSBD.
· Prepare 201 file of newly hired employees
· Perform the renewal of contracts and coordinate preparations of residency visas with PRO. 
· Execute the payroll process in coordination with the Finance Department. 
· Administer discipline and related dismissal procedures. 
· Maintain an up-to-date and accurate HR data management system
· Handle the administration procedures of the new joiners and coordinate with the concerned departments (arrangement of accommodation & transportation service). 
· Assist management in writing letters, memos and other communication for release to employees. 
· Keep a record of staff vacation leave with coordination to Ministry of Labour Law
· Coordinate with Travel Desk on staff home trip ticket issuance


LBC - MM Inc.
Libertad, Mandaluyong Team (Main Branch)
July   10, 2007 – July 03, 2009
Position: Customer Associate / Team Leader
Duties and Responsibilities

· Transacts money remittances, courier delivery products, bills payments and corporate accounts.
· Controlling POS system and finalizes sales transaction via cash or checks payments.
· Preparing Daily Sales Report (DSR) Monthly Unit Sales Report (MUSR) and Corporate Billing
· Encoding and posting of daily delivery, 
· Prepare Attendance of employees for Payroll 
· Monitor of Leave Credits (Sick and Vacation Leave) 
· Schedule & monitor manpower for smooth operation.
· Prepare and process Official Receipt for Liquidation purposes, Petty Cash Replenishment
· Prepare liquidation and reimbursements for mc rental, mc/van repair and other expenses.
· Prepare requisition of Monthly Supplies.
· Handles Petty Cash Funds in absence of Team Leader
· Prepare Vouchers and Checks for the ff:
	Branch Office Rental
	Electricity, Water, and Telephone Bills
· Answer queries and concerns and resolve customer complains
· Gives training basic orientation for new employee	

Let’s Face It	
SM City Sucat, SM Bicutan,SM Dasmarinas, Makati Cinema Square, LFI BF Paranaque,Katipunan
August 17, 2005 – June 30, 2007
Position: Inner Counter
Duties and Responsibilities:
		
· Ensure and monitor proper dispensing of retail use, products, items and supplies.
· Prepare, encoding and forwarding of outlet request to the warehouse.
· Conducts daily physical count of parlor/ retail used supplies consumed.
· Controlling POS system and finalizes sales transaction via cash, credit cards or checks payments
· Handling operation sales, staff members and maintaining sales growth and variances
· Recording sales reports and inventory information, stock cards on POS system daily, weekly and monthly
· Regularly updates the stock cards & securing all outlet assets and stocks.
· Observed the standard procedure on stock transfer, asset transfer and acceptance of delivery
· In charge of safekeeping and files all official documents or forms being used for   reference.
· Coordinates the repair and fallout of outlet equipment and machines to concerned department, Follow up the replacement of return of such items. 
· Prepare the inventory report such as outlet opening, weekly, monthly, turnover of inner counters and in case of outlet closing.
· Ensure the policy of safe and security measures of the mall and the outlet is being reinforced.  
· Provides and validates outlet reports when necessary.  
· Ensure strict confidentiality of information and trade secret.
· Complies with prescribed company rules and regulations including policy regarding outlet inventory.
· Prepare Memo’s, Leave Credits (Sick and Vacation Leave)
· Monitor and process payments of BIR, Permits and License of our outlets.

Primulla II Prepi School
Emmaus Village, Moonwalk Las Pinas City
June 5 2003 – April 15, 2005
Position: Nursery Teacher / Admin Assistant
Duties and Responsibilities

Nursery Teacher
· Provide education and child rearing emphasizes in physical, mental growth and development of personal habits through religious and informal activities.
 
Admin Assistant
· Overall office administration
· Maintain the inflow and outflow of goods (food, paper, pens, pencils, notepads etc.)
· Arrange for repair and maintenance of office equipment
· Receives, store and maintain inventory of office supplies and equipment, 
· Updating of Employees Records

SEMINARS AND TRAINING
---------------------------------------------------------------------------------------------------------------------------------
April 4 – 5, 2018			Gender and Developmet
December 8 -10, 2017			Girls Training on WAGGS & GSP Special Program
The 8 point challenge ANS Basic Outdoor and Campaign Skills
May 29 – 31, 2017			Division Inset Training JHS Teachers in Filipino
May 24- 26, 2017	INSET Training for ESP, SPED & guidance Teacher Isang DEPED, Isang Pananaw Isang layunin
April 21 – 23, 2017	the Voice Within Us: A moral Enhancement Seminar
April 17- April 19, 2017	Gender and Development
December 12 – 16, 2016	Beginning of Family Therapy Module III	
November21 -25, 2016	Beginning of Family Therapy Module II
November 8 -11, 2016	Beginning of Family Therapy Module I
October 28, 2016	Advocacy of the Rights with Persons with Disabilities
October 19, 2016	Character & Creativity Initiative Seminar
April 4, 2016	K-12 Seminar
February 28, 2016	Teachers Induction Program
October 09, 2012			Updates on Labor Law and Jurisprudence
Company Policy: Elements of Administrative Investigation and Progressive Discipline
April 18, 2012				Philhealth Consultation Program with Employers
March 17, 2012				Fire Safety & Earthquake Seminar
March 10, 2012				Basic Labor Law
February 25, 2012			System Documentation & Record Management
October 29, 2011			Personality Development & Leadership
October 08, 2011			ISO 9001-2008 QMS Awareness Seminar
August 16, 2011			Integra Payroll System (Payroll Master)
June 11, 2011				Wage Orientation Adjustment measures to 
                                                                 Correct wage Distortion
June 16, 2011				Leadership Skills
April 9, 2011				HMO Awareness 
Awareness on Quality System Standard
	February 18, 19, 2011			Performance Management
March 28, 29, 2009			Basic Orientation Union Organization
					LBC HO, Tm Kalaw Manila
March 3 and 10 2008			First Aid and Basic Life Support
						Red Cross LBC DOMESTIC

PERSONAL INFORMATION
---------------------------------------------------------------------------------------------------------------------------------
	
AGE			: 35 yrs old			SEX		     :  Female			HEIGHT		: 153 cm.                                     WEIGHT	     :  106 lbs.
DATE OF BIRTH	: Sept. 19, 1982		 	PLACE OF BIRTH:   Pasay City
NATIONALITY    	: Filipino           		 	RELIGION	     :  Roman Catholic
CIVIL STATUS    	: Married

SKILLS AND QUALIFICATIONS
---------------------------------------------------------------------------------------------------------------------------------
Strong organizational and communication skills (oral and written)
Administer and interpret psychological  and personality test
Knowledgeable in using Microsoft Office (Word, Excel and Power Point)
Ability to operate Point of Sale computer system
Can able to speak Arabic
Civil Service Eligible RA 1080 













image1.jpeg
-
D




