
REYMARK GALLASINAO SIBAYAN			
Birthday:		December 14, 1997
Address:		Blk 12, Lot 38, Karlaville Subd., Wawa III, Rosario, Cavite
Email Address:		reymark.sibayan14@gmail.com
Contact No.:		+63-9267714842 or +63-9759180285


Objective	To secure a responsible career opportunity, where
 I can fully utilize my training, human resource and management skills, while making a significant  contribution to the success of my employer.

Skills & Abilities		               Excellent written and verbal communication.
Provides strong Leadership.
Committed to client to client satisfaction.
Computer Literate.
Amenable to work Under Pressure.
               Excellent time management skills.
[bookmark: _Hlk3907863]Strong analytical and problem-solving skills.
[bookmark: _Hlk8548342]Ability to prioritize tasks and to delegate them when appropriate.
[bookmark: _Hlk3815493]Ability to act with integrity, professionalism, and confidentiality.
Thorough knowledge of employment-related laws and regulations.
Proficient with Microsoft Office Suite.


Work Experience			HR Generalist
                                                                          Xingwang Limited Corp.
                                                                          August 18, 2021-Present
· Maintaining physical and digital files for employees and their documents, benefits and attendance records (201 File).
· Taking appropriate disciplinary action against employees who violate rules and regulations and addressing employee grievances.
· Recruits, interviews, and facilitates the hiring of qualified job applicants for open positions; collaborates with department managers to understand skills and competencies required for openings.
· Processing and remit of government mandatories e.g (SSS, Pag-ibig, Phillhealth, tax).
· Ensure compliance with labor regulations.
· Processing of employee payroll.
· Performs routine tasks required to administer and execute human resource programs including but not limited to compensation, and leave; disciplinary matters; disputes and investigations; performance and talent management; productivity, and recognition.
· Registration of company’s government mandatories (SSS, Pag-Ibig, Philhealth).
· Coordinate and execute financial transactions and activities, such as bill payment, invoicing, payroll, etc.
· Assist in the audit process by providing information and data as requested.
· Complete administrative tasks, such as filling out paperwork and filing records.
· Computes and create organised records and files  in tax preparation (Compensation, and Expanded withholding)
· Managing records and receipts.

                                                                          HR Generalist
                                                                          Trade Associates Corp.
                                                                          March 21, 2021- July 30, 2021
· Maintaining physical and digital files for employees and their documents, benefits and attendance records (201 File).
· Taking appropriate disciplinary action against employees who violate rules and regulations and addressing employee grievances.
· Recruits, interviews, and facilitates the hiring of qualified job applicants for open positions; collaborates with department managers to understand skills and competencies required for openings.
· Processing and remit of government mandatories e.g (SSS, Pag-ibig, Phillhealth, tax).
· Ensure compliance with labor regulations.
· Processing of employee and independent contractors payroll.
· Performs routine tasks required to administer and execute human resource programs including but not limited to compensation, and leave; disciplinary matters; disputes and investigations; performance and talent management; productivity, and recognition.
· Assist in creating company Code of Conduct.
· Registration of company’s government mandatories (SSS, Pag-Ibig, Philhealth).
· Coordinate and execute financial transactions and activities, such as bill payment, invoicing, payroll, etc.
· Assist in the audit process by providing information and data as requested.
· Complete administrative tasks, such as filling out paperwork and filing records.
· Computes and create organised records and files  in tax preparation (Compensation, Expanded withholding, VAT).
· Managing records and receipts.
· Creating Sales and expenses report.


                                                                          HR Specialist- Recruitment and Staffing
					Asia Pacific Medical and Diagnostic Inc.
					October 11, 2019- March 10, 2021
· Sourcing and screening of Medical Professionals to be assign in different clients and conduct  interviews and sorting through applicants to fill open position.
· Manage the job offer including negotiation and administration.
· Monitoring and update the 201 files of Relievers and project based employees and maintaining current HR files and databases.
· Maintaining records related to grievances, performance reviews, and disciplinary actions
· Completing termination paperwork and assisting with exist interviews. 
· Assisting in payroll preparation by providing relevant data, like absences, bonus and leaves.
· Consults with the account manager to identify needs and preferred qualifications.
· Audit payroll of medical  professional fees and answering payroll questions and facilitating resolutions to any payroll errors.
· Ensures strict implementation of Company rules and regulations.
· Acts as a liaison officer in the absence of the Materials & Management Officer, HR Specialist – Compensation & Benefits Administration and HR & Logistics Area Head.
Customer Service Representative
Alorica  Teleservices Inc.
February 25, 2019- September 02, 2019
·  Responding promptly to customer inquiries.
· Communicating with customers through various channels.
· Acknowledging and resolving customer complaints.
· Processing orders, forms, applications, and requests.
· Providing feedback on the efficiency of the customer process.
· Maintaning a positive, emphatic, and professional attitude towards the customers.
· Ensure customer satisfaction and provide professional customer support.
					
        Office Staff
				        Artesyn Embedded Technologies
				        November 12, 2018- February 22, 2019
· Support the buyer or manager with all procurement-related tasks.
· Keeping track of the entire ordering process.

       On-The-Job-Trainee
					       Orix Metro Leasing and Finance Corporation
        June 05, 2017- July 13, 2017


Education				        Isabela State University
					        San Fabian, Echague, Isabela
					        June 2014- June 2018
					       Bachelor of  Science in Business Administration
					       Major in Human Resource Development
					
					       Sgt. Prospero G. Bello High School
					       Napaliong, Jones, Isabela
					       June 2010- March 2014
					      Honor Received: 10th Place

					      Minuri Elementary School
					      Minuri, Jones, Isabela
					      June 2004- Mach 2010

Trainings Attended	      First Aid and Basic Life Support with AED

					   


Affiliation/  				   Sangguniang Kabataan Federation-Jones, Isabela
Other Achievement			   SK Chairperson
   May 2018- October 2018

					  Human Resource Student Society
  Member- A.Y. 2016- 2018

  Vice President for Media and Documentation
  Human Resource Students Society
  A.Y- 2017-2018
					
References				  **Available upon request**
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