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OBJECTIVE

· To join an organization that will enhance my skills and abilities through comprehensive training, career development and advancement to make a better, effective and efficient leader in an environment of professionalism and excellence.

EDUCATIONAL BACKGROUND

1996-2000         Trinity University of Asia 	     2003- 2007	     Our Lady of Fatima University 
   Quezon City 				    Fairview, Quezon City
   						    Bachelor of Science in Nursing                   				    

WORK EXPERIENCES (Corporate)

April 2011 – Present
PDC HRSS – Background Check Team)   - 19/F Cybergate Tower 2 Pioneer St. Cor. Edsa, Mandaluyong City

Role as a Invoicing Senior Analyst   

· Invoice and Accrual Sr. Analyst
· Reconcile all completed request from entire recruitment admin. 
· Forecasting quarterly/yearly cost for Background Check and Pre Employment Services
· Creates purchase orders for vendors based on projected costs. 
· Prepares monthly standard billing for vendor validation
· Approves validated cases for standard billing
· Generate billing for non standard cases.
· Monitoring and tracking of payment 
· Prepares monthly accrual report for recruitment admin (BGC, PFI and Pre Employment)
· Generates service performance review reports (Onboarding SPR)
· Prepare weekly billings for Pre employment Medical Services

Invoicing Initiatives
· Identified different invoicing processes (Monthly Accrual Reporting for Non Standard BGC)
· Standardize invoicing process by creating detailed work instructions to cover all invoicing processes (BGC, Pre Employment Medical Services and PFI Services).
· Created invoicing guidelines for the vendors to standardize billing, payment and reporting (PEME).
· Track payments regularly resulting to zero re-accruals for the past 10 months.
· Acquired new processes from other teams to centralize invoicing ( Sourcing Accruals and PEME billing)
· Re-organize invoicing process to manage production hours properly.




· Tower Lead: Senior Analyst (Sept – 2018 to Present)
· Leads in managing Corporate Functions, Executive and foreign national hires/candidates.
· Managing RPO Candidate/s for Accenture Operations
· Responsible in sending weekly Joiners and Status
· Managing escalation for our stakeholders.
· Ensuring meeting our weekly target with CMT
· Discussion with CMT for the weekly joiners
· Leading background check tower.



Current Role:
· Reviews of Background check cases before onboarding
· Tasked to provide weekly update to stakeholders on completion of said reports 
· Review completeness and accuracy of BGC reports
· Can review client audit cases.
· Previously assisted Team lead for the operations of Not yet onboarded cases
· Currently handling a team in running a day to day operations for Corporate functions, Executive, Foreign national and RPO hires


ABILITIES/SKILLS

	Skills and Capabilities
	Proficiency

	MS Word, PowerPoint and Excel
	Advance



PERSONAL DATA			

Date of Birth: 	May 23, 1983     
Citizenship: 	Filipino    
Civil Status: 	Married     
Sex: 		Male

Seminars and Training:

· Microsoft Excel 2007: Advance
dB Wizards Training Center
Unit 2801 88 Corporate Center Sedeño Corner Valero St, Makati City       
July 2013
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	M: 09292827553
	 




I hereby affirm that all information I have given are true and correct to the best of my knowledge.                  								
			  
               		     Mclynlyd S. Chidrome
