	[image: ]
Marie Grace C. Vallinas
July 2, 1983
EXPERIENCE                                                                                                                                       
Innodata Knowledge Services Inc, Subangdaku, Mandaue, City— Company Profiler
OCTOBER 2006 - NOVEMBER 2010
· Research and company profile from different countries.
Innodata Knowledge Services Inc, Subangdaku, Mandaue, City — Audio Transcriber
DECEMBER 2010 - APRIL 2012
· Transcription of Irish and British news and programs.
Innodata Knowledge Services Inc, Subangdaku, Mandaue, City— Freelance Company Profiler (Homebased)
JANUARY 2013 - JUNE 2015
· Research and company profile from different countries.
Good Job General Manpower and Management Services Corporation — Area Coordinator / HR STAFF
JANUARY 2017 - JUNE 2020
· Timekeeping 
· Attendance Monitoring / Personnel Monitoring
· Supervision of employees
· Endorse / deploy newly hired employee
· Maintaining files and Prepare Report
· Checking documents for Resigned Employees
· Preparing supply for clients
· Coordinate with recruitment department for the request and deployment of employees
· Issuance of AWOL/Notice to Explain (NTE) /Memo/Sanction/Suspension and Termination
· Government Benefits
· Process Sickness, Maternity Loans.
· Government benefits enrollment (SSS, Pag-ibig and Philhealth)

Good Job General Manpower and Management Services Corporation —Administrative Officer
JUNE 2020 - PRESENT
· Timekeeping
· Checking requirements
· Encoding and updating of Masterlist
· Answer telephone calls to all inquiries of clients.
· Check Collection and Billing Monitoring
· Payslip and Check printing
· Issuance of Official Receipts
· Government benefits enrollment (SSS, Pag-ibig and Philhealth)
· TIN application for employees
· Medicine and office supplies inventory and purchase
EDUCATION
San Roque College de Cebu, Yati, Lilo-an, Cebu— Secondary 
JUNE 1996 - MARCH 2000
Velez College, Ramos St. Cebu City — Bachelor of Science in Medical Technology
JUNE 2000 - OCTOBER 2000
Gullas College of Medicine, Banilad Cebu City — Bachelor of Science in Nursing 
JUNE 2001 - OCTOBER 2002
[bookmark: _GoBack]Medina College, Ozamiz City, Misamis Occidental — Bachelor of Science in Nursing Undergraduate (3rd year)
OCTOBER 2002 - MARCH 2006

UCTC – UHA Caregiver Training Center, Mandaue City, Cebu
— Caregiving Course 
APRIL 2015 – OCTOBER 2016

	
Bayong, Yati Lilo-an Cebu
09237497259
vallinasmariegrace@gmail.com

SKILLS
· Oriented in Microsoft Application, such as Microsoft Office, Excel
· Can work with less supervision.
· Adapt easily in a working environment.
· Highly trainable and learns fast with good interpersonal and organizational skills.
· Used to work under pressure and can handle multi-tasking
· Works well in a team and in individual responsibilities.
· Goal and result-oriented
· Have a high sense of responsibility
· 
· TRAININGS
CUSTOMER SERVICE AND LEADERSHIP TRAINING
BASIC OCCUPATIONAL SAFETY AND HEALTH FOR SAFETY OFFICER 1
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