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RESUME   
DANIEL G. SISTONA, PH.D.

Administrative Services Department Manager
Visayas Slaked Lime Corporation
Taganito Special Economic Zone

Taganito, Claver, Surigao Del Norte

Mobile Nos. +63939 9043578
E-mail Add: sistonadaniel@gmail.com
    daniel.sistona@vslc.com.ph 
Vision: 

A member of an organized company committed to professionalism through a guided workmanship that involves application in all the norms of the business world that will create a highly sustainable living and a contributing factor for growth of the organization and to the country as a whole. 

WORK COMPETENCE

Administrative Services Department Manager

School Principal
Educator

WORK EXPERIENCES  

Company




Visayas Slaked Lime Corporation








Taganito Special Economic Zone





Taganito, Claver, Surigao Del Norte

Position 




Administrative Services Department Manager 
Length of Service


May 2011- to date             
Job Summary

a. Administrative Services Functions

b. HR & General Affairs Head
c. Policies, Rules & Regulations Implementor
d. Security Office Head
Duties and Responsibilities:
Administrative Services Functions

1. Take the lead of running the administrative services department and monitors the operation of all sections under this team. 
2.  Evaluate, review and check documents before approval by plant manager and the top management. 
3.  Interact issues and concerns within the department and establish needed countermeasure and prevention to avoid recurrence. Lead developmental plan for employees' growth.
HR & General Affairs Head

1.
Assists in hiring highly qualified and competent employees through the design and implementation of a comprehensive sourcing, testing, recruitment, selection and employment orientation program.
2.
Facilitates new employee’s registration at the SSS, Pag-Ibig, Philhealth, BIR, etc.
3.
Conducts competency assessment to ensure that employees performing quality works possess the desire and identified skills and abilities.
4.
Assures all employees of the opportunities for career and self-development by designing and implementing a continuing training and development program.
5.
Develops and motivates employees by managing an effective and efficient job evaluation, performance appraisal management, wage and salary administration program and benefits package.
6.
Implements employee programs and activities that will develop their social, emotional, intellectual and social-being.
Policies, Rules & Regulations Implementor

1. Interprets management policies, rules & regulations to employees and assists them in pointing-out their views to management.
2.
Maintains harmonious relationship between employee and management.
3.
Maintains high level of discipline through the strict adherence of employees to company policies, rules and regulations.
4.
Directs and assists other departments in the implementation of company policies, rules and regulations.
5.
Attends to the company’s external affairs involving government, community and public relations activities. 
6.
Formulates and implements health, security policies, plans, programs and administration.
7.
Coordinates with legal counsel in preparation of legal pleadings in defense of labor cases filed against the company.
8.
Attends to settle all employee grievances.
9.
Ensure compliance of process and work instructions according to company plans and targets.
10. Performs work that meets customer’s requirements, applicable to the regulatory requirements and supporting achievement of quality objective of the company and consistent with the quality policy.
11.
Monitoring of various office forms and orders
Security Office Head

1. Serves as Liaison officer between the company and security unit to ensure plant-wide security protection.
2. Point out possible issues as identified by the Company Security Officer and outline solution for implementation.
3.
Always look into an active movement of the Security Office in order to maintain the required security protection for life and property of the company. 
Institution 




Pioneers International Private School





           
Abu Dhabi, United Arab Emirates
Position 




School Principal
Length of Service


August 2005 – August 2010

 

Duties and Responsibilities:

1.
Academe Administrator to run the Institution in its day-to-day operation in serving educational needs of all the students in the school. 
2.
Establish close contact with education regulator in the region so as to maintain guidance on all the educational requirements. 
3.
Monitors and checked teachers' lesson plans and provides recommendation for improvement. 
4.
Implements school developments physical, professional and personal growth to all members. 
5.
Attends administrators’ seminars and training to maintain professional growth.

Institution 

Department of Education (DepEd)

                                                     
Claver District, Surigao Del Norte, Philippines
Position




Elementary Teacher I
Length of Service


February 1999 to February 2002               

Position 




Elementary Teacher III

Length of Service
February 2002 to June 2005                
Duties and Responsibilities:

1.   Prepares lesson plans for teaching implementation. 
2.
Does teaching based on prepared lesson plans. 
3.
Monitors and observes students’ ability in learning and act as facilitator in the improvements of pupils cognitive responses and behaviors. 
4.
Be subjective for the head of the school academic observation on teaching skills and ability and prepare to accept guidance for teaching techniques and methodologies. 
5.
Attends training & seminars designed for teachers. 
6.
Responsible of being an example for modesty, professionalism and personal growth.

Publications
PROFESSIONAL PUBLICATIONS: 

· “FACTORS RELATED TO THE LEAST LEAREND COMPETENCIES IN ENGLISH OF GRADE SIX PUPILS IN CLAVER DISTRICT, SCHOOL YEAR 2000-2001”

· “EXTENT OF IMPLEMENTATION OF PHILIPPINE ELEMENTARY LEARNING COMPETENCIES (PELC) IN ENGLISH AND THE PROFICIENCY LEVEL OF PUPILS IN THE DIVISION OF SURIGAO DEL NORTE: BASIS FOR A PROPOSED ENHANCEMENT PROGRAM FOR TEACHERS IN ENGLISH”
RECOGNITION:
· Outstanding contribution in attaining 40 million man-hours milestone
at taganito hydrometallurgical processing plant project (thpal)
TSEZ, Taganito, Claver, Surigao Del Norte, Philippines 
05 March 2013
SEMINARS & TRAININGS ATTENDED 
· Basic Occupational Safety and Health Training Course (BOSH)
Pastoral Center, Claver, Surigao Del Norte

7-11 May 2012

· Cornerstones Workshop – A Values Based Training
Hayanggabon Tourism Center 

Brgy. Hayanggabon, Claver, Surigao Del Norte, Philippines
22-24 May 2012
· The Advanced Executive Labor Seminar for Management

Quest Hotel, Archbishop Reyes Avenue, Cebu City, Philippines
1-2 June 2012

· First Aid Training Standard
Visayas Slaked Lime Corporation (VSLC) Laboratory Room
TSEZ, Taganito, Claver, Surigao Del Norte, Philippines
15-18 October 2012

· Basic Life Support (BLS-Adult CPR for Lay Rescuers)

Visayas Slaked Lime Corporation (VSLC) Laboratory Room

TSEZ, Taganito, Claver, Surigao Del Norte, Philippines
15-18 October 2012

· Clean Air Act, Clean Water Act, Toxic Substances & Hazardous 
Chemical Act & Solid Waste Management Seminar
Visayas Slaked Lime Corporation (VSLC) Laboratory Room

TSEZ, Taganito, Claver, Surigao Del Norte, Philippines
06 November 2012

· Philippine Schools Overseas: Moving Towards 

Quality Standards &Quality Assurance 

Bohol Beach, Panglao Island

Bohol, Philippines

      18-20 May 2010
· Transforming Schools: Lessons in Excellence

Davao City, Philippines 

04-07 May 2009

· Achieving Excellence in School Leadership Practices

Abu Dhabi, United Arab Emirates

20 April 2009

· Setting Standards Raising Achievements

 
Dubai, United Arab Emirates


10-11 May 2008

· Management and Operation of Philippine School Overseas

Xiamen, China

12-22 April 2006
Personal Data:
	  Name
	Daniel Galing Sistona

	Home Address
	P-2 Hayanggabon, Claver, 8410 Surigao del Norte, Philippines

	Date of Birth
	September 25, 1966

	Place of Birth
	Urbiztondo, Claver, Surigao del Norte

	Civil Status
	Married 

	Sex
	Male

	Nationality
	Filipino 

	Religion
	Jehovah’s Witness 

	Spouse
	Marry Grace Eguna Sistona

	No. of Dependents
	4 (Four)

	Home Address
	P-2 Hayanggabon, Claver, 8410 Surigao del Norte, Philippines

	Dialects Spoken
	English; Tagalog; Visayan; Iloko


EDUCATIONAL ATTAINMENT:
 Post Graduate                          :  
Doctor of Philosophy in (PH.D.)




  
Educational Management





Saint Paul University Surigao





  
Surigao City, Philippines





  
Graduated (2002 – 2005)
Graduate 


: 
Master of Arts in (MA)




  
English






Saint Paul University Surigao





  
Surigao City, Philippines





  
Graduated (2000 – 2002)
Tertiary 


: 
Bachelor in Elementary Education (BEED)

 



  
Specialization in English 






Don Jose Ecleo Memorial Foundation 





  
College of Science and Technology





  
San Jose, Surigao del Norte, Philippines





  
Graduated (1986 – 1990)
             



 : 
Bachelor in Secondary Education (BSED)

 



  
Major in English



Don Jose Ecleo Memorial Foundation 





  
College of Science and Technology





  
San Jose, Surigao del Norte, Philippines





  
Graduated (1997 – 1999) 

Character Reference:

Hon. Tresa P. Placencia

Barangay Captain

Brgy. Hayanggabon Claver, 8410 Surigao del Norte, Philippines
Mobile No.: +63968 2062563
Mr. Eizo Miyake
Vice President
Visayas Slaked Lime Corporation (VSLC)

TSEZ, Taganito, Claver, Surigao Del Norte

Mobile No.: +63918 921 7000
Eng’r. Rai S. Cua
Maintenance Manager

Visayas Slaked Lime Corporation (VSLC)

TSEZ, Taganito, Claver, Surigao Del Norte

Mobile No.: +63920 9644508
=============================================================================

I hereby certify that the above information are true and correct to the best of my knowledge and ability.
(Sgd. in original) 
DANIEL G. SISTONA, Ph.D. 





16 August 2021   
Administrative Services Department Manager
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