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CAREER OBJECTIVE
To join a company that offers challenges and career opportunity where acquired skills and education will be utilized towards continuous growth and advancement.

HR SKILLS
● HR Department Startup	● HR Policies and Procedure		● Benefits Administration	
● Employee Relations		● Training and Development		● Performance Management
● Recruitment			● Administration			● Employee Services
● Purchasing			● Corporate Social Responsibility	

ACHIEVEMENTS
Played a key role in ensuring the successful development of Human Resource and General Affairs Department. Reviewed and Re-structured programs and policies in the areas of Recruitment, Training, Compensation and Benefits, Employee Relations, Training and General Services. 

Restructured the company’s performance review program, creating a flexible and well-received tool that was later adopted company-wide.
 
Improved hiring process to ensure 100% endorsement of manpower needed for the production lines.
 
Fostered a teamwork/open-door environment conducive to positive dialogue across the organization.
 
Revised the salary structure, reorganized the benefits system to attract and retain competent employees.
 
Upgraded the employee manual covering issues including disciplinary procedures, code of conduct  and other related policies and procedures. 

WORK EXPERIENCE

Lima Land, Inc,						October 8, 2014 - present
Bldg. B. Lima Square Business Loop,
Lima Technology Center, Lipa City, Batangas 

Lima Land, Inc. is the real estate developer of Lima Technology Center. It is a Philippine Economic Zone Authority-registered economic zone in the Lipa-Malvar area of Batangas, at the heart of the CALABARZON region (Cavite, Laguna, Batangas, Rizal, Quezon).

SENIIOR MANAGER, OPERATIONS				March 1, 2018 – present

· Oversees the day to day operations of Lima Technology Center in the aspects of Customer Management, Property Management and Security
· Ensures LTC’s compliance to government regulations and requirements in the aspect of industrial estate operations.
· Administers locator compliance to contract requirements, deed of restrictions and house rules.
· Resolves and trouble shoots issues and concerns that may arise.
· Observes, reviews, analyses and recommends over-all improvement for industrial estate operations
· Assists Sales team during client visits and conducts sales presentation for walk in clients
· Ensures operations requirements are observed during construction.
· Participates in the planning and design of industrial estate expansion.
· Manages department budget covering recurring revenues, costs and expenses



Industrial Estate Operation
· Ensures LTC’s compliance to government regulations and requirements in the aspect of industrial estate operations
· Observes, reviews, analyses, recommends and proposes over-all improvement for industrial estate operations
· Ensures operations requirements are observed during construction.
· Participates in the planning and design of industrial estate expansion.
· Manages department budget covering recurring revenues, costs, expenses and capital expenditures, operating expenditures and related projects

Customer Management
· Ensure strong partnership with our Locators to efficiently, effectively and collaboratively build and establish  relationship through continued interaction and creating a positive, safe and thriving community as Centralized Contact Center for Lima Technology Center
· Administers locator compliance to contract requirements, deed of restrictions and house rules.
· Resolves and trouble shoots issues and concerns that may arise.
· Represents Lima Land, Inc. in various locator organizations

Internal Customer 
· Assists Sales team during client visits and conducts sales presentation for walk in clients

Security
· Maintain peace and order and keep the zone free from all kinds of lawlessness.
· Build efficient, effective and collaborative relation with the locators and stake holders.
· Ensure implementation of efficient and effective management of Security Emergency Response Plan (ERP)


HUMAN RESOURCE MANAGER			October 8, 2014 – March 1, 2018
Responsible for formulating and implementing the Human Resource programs in the areas of attraction/recruitment, performance management, organizational development, employee relations, retention, administration, purchasing IT, team budget and ensures that these conform to laws and established company policies. The position is also responsible for leading and managing the HR & Admin Team to ensure that strategic and tactical goals of the department are achieved.

  Attraction/Recruitment

· Manage and administer the recruitment process ensuring that the best individuals are recruited in the shortest possible time
· Handles work force planning process and ensure that recruitment plan is aligned with this.
· Ensure that Talent Requisition Form (TRF) are completed and signed off for each vacancy and that positions are within budget.
· Liaise with Line Managers regarding their recruitment requirements. Agree job descriptions and person specifications for each vacancy.  Ensure that accurate job descriptions are in place. Provide advice and assistance with writing job descriptions. Reviewing available job descriptions
· Interpret and discuss to the team leaders the test results of the shortlist candidates
· Discuss job offer to candidates for Staff to Assistant Manager levels who passed the requirements of the position, as endorsed by the requesting Department Head to ensure that the candidate understands and accepts the compensation package being offered meeting work expectation.
· Oversee the onboarding program by ensuring that all the critical steps are undertaken by the new hiree and the team leader
· Establish and maintain relationship with the Academe and other professional associations ( i.e. PICPA, PICE, UAP)




  Retention | Compensation and Benefits
· Oversee the HR & Admin In-charge in the proper administration of all statutory and company initiated  benefits  to employees 
· Oversee the HR & Admin In-Charge in attendance /timekeeping procedure/employee movement and ensure accuracy of data information generated in the HRIS.
· Coordinates with Legal Department and concerned team leaders for violations, offenses committed by employees that are subject to disciplinary action.
· Prepare memos base on reported offenses committed by employees, does investigations to support allegations, attend hearings if needed, in the discharge of labor cases.
· Participate in the review of benefits with Aboitizland HR and ensure that policy changes, new directives, memo, etc are properly communicated to employees
· Oversee employee engagement activities such as Summer Outing, Sportsfest, Family Day, Christmas Party, Team Bonding and the like.
· Ensure labor compliance of the company as well as its contractors and or service providers through regular audit and submission of reportorial requirements.

Optimization (Training and Development)
· Conduct training needs analysis and ensures that employee training plans are identified and developed by their Team Leaders.
· Come up and implement training calendar based on the trainings needs and capability development programs identified both by team Leaders and the organization
· Coordinates with team leaders in monitoring the status of action plan resulting from training and ensures that these are implemented along with the other post training measures.
· Reviews and signs Training Requests received from employees to ensure that the training requested is properly authorized and budgeted and it conforms to Training and Development Policy

Goal and Performance Management
· Coordinates with Aboitizland HR and IBU Head  in the employee annual cascade of Corporate WIGS to ensure that corporate direction is passed on and understood at all levels. 
· Collates approved Departmental And Individual WIGS of employees and ensure distribution of compiled wigs to IBU Head
· Monitor submission of accomplished ( signed and discussed by both parties) Performance Appraisal form every after performance 
· Reviews final performance rating as submitted by Department Heads/Team Leaders to ensure that calculation of rates conform to agreed guidelines/performance standards. 
· Present the performance rating results to IBU Head and AVP, HR & Admin and facilitate formulation of Pay Adjustments Guidelines to ensure than management has basis in drawing out the pay adjustments for eligible employees.
· Prepares and distributes Notice of Pay Adjustment to all eligible employees to ensure that they are informed of their pay adjustments and its effectivity
· Prepares Pay Adjustment Summary and forward the same to Payroll In Charge to ensure that pay adjustments are effected to employee’s payroll at the agreed date.
· Updates employee records thru the Human resource Information System (HRIS) to reflect pay adjustments of all eligible employees
· Develop employee rewards and recognition programs and monitor implementation


Office Administration
· Oversee overall office upkeep
· Oversee Admin In-Charge and Receptionist in office administration and ensure all tasks are carried out as required
· Oversee insurance administration related to building, equipment, vehicles and other company owned assets
· Oversee vehicle management process and ensure that maintenance (preventive and corrective) of company-owned vehicles are regularly done.
· Oversee utilization of gasoline and RFID and manage consumption within the approved budget 
· Oversee renewal processes related to vehicle registration and insurance coverage are carried out on a timely manner

Purchasing
· Review purchasing policies and procedures and ensure compliance to this 
· Oversee purchasing processes such as supplier accreditation, processing of purchasing related requests from requisition to delivery of items, goods or services requested and ensure that these conform to the established company policy and procedures
· Approve purchase requests and purchase orders and bids related documents

IT
· Oversee IT projects, services and support and ensure that ensure that all IT services are operational and all helpdesk requests are properly managed.
· Manage Service Level Agreements (SLA) for outsourced IT services and AEV-IT  through  conducting compliance review and monitoring performance to ensure that services availed are properly delivered and maximized.
· Oversee IT Specialist in the evaluation of specifications for procurement of IT-related CAPEX items if in accordance to group-wide standards and guidelines.
· Oversee IT Specialist in the management and maintenance of IT assets by implementing policies and procedures to ensure IT assets are maximized, properly utilized, accounted and well maintained

Corporate Social Responsibility (CSR)
· Act as CSR Champion for Lima 
· Oversee implementation of corporate social responsibility  programs and ensure that the programs are within the approved budget and aligned with Aboitizland-CSR
· Maintain good relationship among stake holders, LGUs and nearby communities where Lima is located





HUMAN RESOURCE MANAGER			March 13, 2014 – August 22, 2014
XYLEM WATER SYSTEMS INTERNATIONAL INC.
No. 12 Ring Road, Light Industry Science Park 2
Calamba, Laguna, Philippines

Xylem is a leading global water technology provider, enabling customers to transport, treat, test and efficiently use water in public utility, residential, commercial, agricultural and industrial settings. The Company does business in more than 150 countries through a number of market leading product brands, and its people bring broad applications expertise with a strong focus on finding local solutions to the world’s most challenging water and wastewater problems. 

Work Responsibilities:
· Responsible for administration, implementation and maintenance of HR policies and procedures. 
· Coordinates and maintains system procedures in recruitment, selection, placement, promotions, performance evaluation, separation layoffs, retirement, termination and salary benefits administration. Administer the end to end process of recruitment.   
· Oversee the activities of Training and Development unit to ensure design, development and implementation of a systematic training and development to address employee’s training needs which would result in effective employee’s performance
· Overall management of employee relations and special events programs including service awards, employees recognition and incentive programs, summer outings, Christmas party and family day.
· Takes the lead for Philippine HR Operations.
· Manages recruitment, placement and employee movement activities for Calamba Facility including efficient administration of third-party services and general affairs services.
· Handles site compensation and benefits program, including payroll, timekeeping and administration of government mandatory benefits.
· Upgrades and implements HR policies and procedures for the facility in compliance with corporate as well as local standards and statutory government requirements.
· Ensures labor and OSH standards compliance of the facility.  
· Formulation/review and analysis of timely HR & Admin Policies and procedures in coordination with the Regional HR Manager and coordinate implementation with department heads.
· Management and Maintenance or Training program based on the yearly recommended training for employees from Managers and supervisors as a result of the yearly performance evaluation
· Overall management of employee relations and special events programs including service awards, employees recognition and incentive programs, summer outings, Christmas party and family day.
· Maintains efficient records management on local HR files such as employees’ 201 files, service contracts and other records related to human resources and general affairs.
· Administration, management & control of office supplies
· Management and coordination with of Janitorial, security outsourced and canteen concessionaire’s services.
· Coordination with park administration with regards locator’s HR needs and issues.
· Represents the company in Association concerning HR and Admin matters.


ADMINISTRATION ASSISTANT				March 28, 2013 – September 25, 2013 
BUNBURY AND BUSSELTON TOWING						
23 Halifax Drive, Bunbury, Western Australia 6230

Bunbury and Busselton Towing is one of the largest towing company in the Bunbury, Western Australia. It is the accredited towing company of Western Australia Police and serves as the impounding area of the government. It is also the only accredited towing company of Royal Automobile Club of Western Australia which serves the towing jobs for its customers.

Work Responsibilities:
· Carrying out data entry into MYOB system, Excel and word processing as required.  Updating and maintaining systems as instructed following in-house and user manuals to maximise the efficiency of the system.
· Support the parts business by providing front counter support, answering the phone, cleaning, tagging and marking stock.
· Complete filing and archiving in an accurate and timely manner.
· Arrange couriers and invoicing and stock ordering as directed
· Administrative and clerical support  to management, other administrative and/or sales staff as required.
· In charge in maintaining the system  of impounded  vehicles in accordance to the requirements of the Western Australia Police. 
· Creating weekly/monthly reports for new impounded and released vehicles.
· Assisting customers and answering telephone enquiries. 


	
Company		KOYO MANUFACTURING (PHILIPPINES) CORPORATION
			Lima Technology Center, Malvar, Batangas, 4233 Philippines
Company Profile	One of the regional companies of JTEKT Corporation, Japan and it manufactures bearing for motorcycles and cars.
Size	500 employees
Inclusive Dates	March 2011 – January 2013
Job Title	Human Resource and General Affairs Manager
Department	Human Resource and General Affairs

Detailed Description
● Directly reported to the Senior Vice President and President. Handled 2 Supervisors and 8 Staff.

Employee Relations
· Reviewed legal issues concerning employment and the implementation of disciplinary actions.
· Counseled and mediated with Section Heads and employees concerning issues at work or personal concerns that will have impact on work.
· Developed and Restructured company policies and office guidelines and ensures compliance of all employees.
· Clarified concerns pertaining to employment with the Department of Labor and Employment and the company lawyer. Handled the implementation of preventive and corrective measures related to cases of employees.
· Plans programs and activities that will enhance the well-being of employees

Training
· Overseen the conduct of organization wide training needs assessment
· Developed and implemented training plans and programs for the year based on the training assessment
· Improved the training policies and procedures to adapt to the needs of the employees and the organization.

Recruitment
· Reviewed the manpower requirements of the company and planed for sourcing of candidates
· Ensured that company recruitment policies and procedures were properly implemented.
· Monitored employee movement and ensured proper documentation of employment.

Performance & Compensation 
· Reviewed the employee promotion submitted by each section during appraisal period and gave recommendation to managers on matters pertaining to movement of employees such as assignment and scope of responsibilities, job title, job level and salary changes if needed.
· Reviewed and updated the organizational structure whenever there is movement of employees.
· Ensured proper and timely documentation and issuance of all personnel movement such as promotion or transfer
· Reviewed the salary structure and compensation package of employees and made it comparable with the market to suit the needs of the employees.
· Ensured that the administration of salary is in compliance with the labor laws and company policies and procedures.
· Represents the company in the Office of the Regional Tripartite Wages and Productivity Board of the Department of Labor and Employment whenever the company needs to request or settle wage related issues.

Benefits
· Reviewed and conducted study of the company-wide benefits as point of comparison and basis in recommending benefits that will be provided by the company.
· Ensured compliance with government requirements pertaining to the implementation of statutory benefits to all employees additional benefits that will be provided to employees 
· Recommended additional benefits in consideration of the financial capacity of the company, the present needs of the employees and the prevailing benefits among industries within the area.

Medical Services
· Overseen the administration of clinic services to all employees.
· Prepared programs and activities of the medical personnel pertaining to the physical well-being of employees.
· Identified external health partners like hospitals and clinics and maintains good relationship with then to facilitate the provision of health services to employees.
· Planned seminars and education dissemination to all employees related to their health and well-being in cooperation with the medical personnel.

General Affairs
· Oversees administration of the following areas such as Purchasing, Reception, Security, Janitorial, Shuttle, Canteen, Drivers.
· Implemented cost reduction activities related to purchasing to contributed to the company’s targets towards cost reduction.
· Managed the provision of services such as security, canteen, shuttle, can, janitorial and recommends improvements of these services.
· Reviewed contracts and negotiated service fee and discusses with the personnel in-charge in the improvement in performance especially in the quality of service being provided by the company.
· Formulated policies related to general affairs services and ensured strict compliance.


Company		EPSON PRECISION (PHILIPPINES) INCORPORATED
		Lima Technology Center, Lipa City, Batangas, 4217 Philippines
Company Profile	A Japanese wholly-owned company subsidiary of Seiko Epson Corporation, Nagano Japan engaged in manufacturing of terminal printers, in-house production of metal, plastic parts and print head parts of printers. 
Size			10,000 employees
Inclusive Dates		April 1998 – July 2010
Job Title		Oct 2007 – Jul 2010	promoted to HR Assistant Manager 
Oct 2004 – Sep 2007	promoted to Human Resource Supervisor
Oct 2001 – Sep 2004	promoted to Human Resource Assistant Supervisor  	  
Apr 1998 – Sep 2001 	Human Resource Staff

Detailed Description
● Directly reported to the Department Manager and General Manager. Directly supervised 4 Human Resource Staff and 6 Agency Supervisors. Planned, organized and controlled the operation of human resources matters such as Recruitment and Selection, Employee Relations, Training and General Services.

Recruitment
· Over-all in charge for recruitment of Production Operators and Staff Engineers up to Managerial positions including Office Staff and other related vacancies.
· In-charge of HR Monthly Report to show data related to manpower headcount, resignation, attendance.
· Monitored employee movement (hiring, salary adjustments, transfer, resignation).
· Creation and revision of hr procedures and policies as required by top management.
· Implemented of manpower reduction programs and other efficiency-up activities.
· Supervised agency operation for operator manpower requirements in relation to Selection, Endorsement, Payroll and Compensation, Employee Movement and Monthly Reports preparation and analysis.

Employee Relations
· Fostered harmonious industrial relation by ensuring the effectiveness of the employee relations and communication programs (  supervisor’s   meeting, 	leaders meeting, newsletter, sports and recreation activities, culture/values enhancement program)
· Main in charge of  the industrial and employee relation activities which include conduct of administrative investigation, networking with other companies, counseling of problem employees
· In-charge in the implementation of company rules and regulations and assist in revision and improvement of any company policy to develop harmonious working environment.
· Ensures labor law and corporate social responsibility compliance
October 2004 -  September 2007


General Affairs
· Handled transactions for Japanese Managers including, hotel & restaurant reservations, coordination with broker for the house contract and other support needed by expatriates.
· Coordinates schedules of car repair and schedule of daily messengerial transactions as well as payroll preparation for drivers
· In charge in all purchasing related job which included selection and price negotiation to suppliers. Conduct regular assessment and evaluation regarding supplier performance and service.
· In-charge in implementation of cost –down activities
· In-charge in general affairs activity (rice distribution, medicine package distribution, recreational activities sponsored by the company)



Training
· Prepared and implemented Training Plan annually and ensured 100% implementation
· Coordinated to all departments details regarding Technical Training including training schedule, training progress and other related matters in order to achieve 100% implementation 
· In-charge of documentation for Overseas Training Processing and Documentation of employees  including passport preparation, visa application, air ticket request and allowance processing and training contract preparation.


PERSONAL INFORMATION
I am on a notice period (days):		Thirty (30) days
Would you relocate for a job?		Yes
Gender:				Female
Date of Birth				11 February 1977
Marital Status:				Married
Do I have a driver’s license?		Yes

EDUCATION
University of Santo Tomas, España, Manila, Philippines
Bachelor of Arts in Behavioral Science	June 1993 – April 1997
