


Jinky Luzong Dela Cruz                        
Bachelor of Science Business Administration 
Major in Business Management 
Philippine School Business Administration   March 1994-1998
152 B. Mariano St. Sta Ana San Mateo, Rizal   1850
Email:             jinky.delacruz1977@gmail.com/ jinky.delacruz1977@yahoo.com
Cellular No.: 	09958509569 
Landline:	85162147 ________________________________________________________________________________________
OBJECTIVE	
Looking for a human resource assistant position with RVJ Engineering in to utilize my organizational and administrative skills in maintaining employee records, processing payroll and resolving staff issues for optimal company operations.
EMPLOYMENT HISTORY
HR Assistant
RVJ Engineering     
From May 9, 2019 to January 31, 2022
Ampid I San Mateo, Rizal 

RESPONSIBILITIES	
- Created, managed and organized all files and folders; hard copy and on the computer. - - ---- - Managed day-to-day operation, maintained daily interactions with clients.
- Walked the sites and managed the supplies needed for job completion, completed customer invoices and arranged meetings with clients as needed.
- Greeted clients, answered phone calls, checked voicemail screen-ed e-mails, prepared invoices, tracked customer billing   and payments.
- Managed billing and collections for all project.
- Point Of Contact for General Contractors, Sub-Contractors for Construction Projects.
- Tracked Construction Project Schedules, timely or un-timely   completion of project status using   MS Project.
- Assist in payroll preparation by providing relevant data (absences, bonus, leaves, etc)
- Processing BIR payment, SSS, Philhealth, PagIbig and others remittances of the workers.
- Prepares letters and other correspondence.
- Prepare Billings and Quotation for the clients.
-Prepare statement of account for the clients.
- Do simple bank transactions and basic bookkeeping for the   company


Purchasing Staff
Betonit Product Philippines, Inc.        
November 2016- January 2019       
 Quezon City      
         
RESPONSIBILITIES
- Listening to customer needs.
- Research and evaluate potential vendors and suppliers
- Request quotes and compare prices for maximum ROI
- Create and maintain good relationships with vendors and   suppliers
- Negotiate appropriate contracts for pricing and supply
- Examine and review products and supplies to ensure quality
- Track incoming inventory, delivery arrival time, and note actual   arrival time
- Organize and update database of suppliers, delivery times, invoices, and quantity of supplies
- Ensure all deliveries contain all goods requested

Knowledge and Skills 
· Microsoft Office  
· Communication Skills
· Ability to work in a team
· Ability to work Under Pressure
· Ability to Multitask
· Leadership

HOBBIES 

· Community Service 
· Cooking and baking 
· Making or Listening music 
· Travel 


REFERENCES

Boy Roel G. Reyes 
General Manager
RVJ Engineering
8234-1986

Ms. Maureen Guerrero
Accountant
WCC
09171027184

PERSONAL INFORMATION

Birthday:		June 18, 1977 
Civil Status:		Married
Religion:		Iglesia Ni Cristo
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