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Marchesa Hernandez Valle




3545 Ricci Street, Saint Paul Subdivision 

 
Alangilan Batangas City Philippines 4200

Contact#: 09550550692

Email Add: marchesavalle@gmail.com

 To impart my knowledge in Business Management and in Human Relation, emancipate continuous career growth which accomplishes a highly satisfying performance set by an organization. 

Summary of Qualification:

Strong customer- service orientation: apply skills to develop rapport with potential and existing clientele
Fast learner, hardworking, versatile
Goal oriented, result oriented
Skills include good communication on both oral and written media
Knowledgeable in computer related works.
Willing to travel and relocate
Former Employment Pass Eligibility Certificate (EPEC) holder in Singapore
Education:


De La Salle University - Lipa


Lipa City, Philippines


Bachelor of Science Major in Business Management
March 2003

Work History:

Rock Gold Trading & Equipment Rentals

Now Builders (Construction Firm)

No. 222 Front National Road, Gulod Labac Batangas City


September 2017 -Present

HR MANAGER -  responsible in all Human Resource related works

Determining, implementing, monitoring, reviewing and evaluating human resource management strategies, policies and plans to meet business needs.
Advising and assisting other Managers in recruitment and selection practices and appropriate induction, training and development programs.
Developing and implementing performance management system to plan, appraise and improve individual and team performance.
Developing and implementing occupational health and safety programs and equal employment opportunity program and ensuring  
Doing Payroll

Handle Grievance Procedure

Implements policy of the company

Handling 201 files of all staff

Doing HR reporting

Handle mandatory benefits of employees

Doing Memorandum

Monitor Leave/Absences and change off of employees

Handles/Monitor Fixed assets of the company

Doing certification/clearance of resigned/AWOL/EOC employees

Monitor Security

Perform other task that may assign from time to time.

HMR Philippines, Inc.


East Service Road, Mandaluyong City


September 2016- August 2017 

HRAD Officer - 
responsible in all Human Resource related works

In charge of recruitment

Doing Payroll

Handle Grievance Procedure

Implements policy of the company

Handling 201 files of all staff

Doing HR reporting

Handle mandatory benefits of employees

Doing Memorandum

In charge also of billings of the company.

Monitor Leave/Absences and change off of employees

Handles/Monitor Fixed assets of the company

Doing certification/clearance of resigned/AWOL/EOC employees

In charge of Permits of the company

Monitor Security

Handles activities that may motivate employees to enhance their skills and performance

Perform other task that may assign from time to time.

Eastern Mediterranean Manning Agency, Inc.


888 Gateway Plaza 2126 A. Mabini Street Malate Manila 1004


March 2012- February 2016

Account Officer – responsible in handling accounting related works

Maintain and secure the important accounting files of the company

In Charge of the Trainees/utility of the company

Doing Report and payment on SSS/PHIC/Pag-ibig 

Doing checks on some payable of the company

In Charge of doing and sending pay slip of the our crew

In Charge of the events of the company

Monitoring cash advances of staff and crew

Monitoring letters that comes in and out in the office

Do Purchasing and canvassing.

Checking of Purchase Order of the purchasing staff

Perform other task that may assign from time to time

Great Southern Maritime Services Corporation


2/F TM Kalaw Center Bldg. TM Kalaw Avenue Ermita Manila


April 2011- February 2012


Admin/Accounts Officer – responsible in administrative work and accounting matters.

In Charge of handling admin jobs such as: making sure of the condition of the facilities of the office.

Maintain and secure the important files of the company

In Charge of the Trainees of the company

Responsible in the office supplies of the company

Doing Report and payment on SSS/PHIC/Pag-ibig 

Doing checks on some payable of the company

In Charge of doing and sending pay slip of the crew to their allotees

Doing entries on the GL thru our CASWIN system

In Charge of the events of the company

Monitoring cash advances of staff and crew

Monitoring letters that comes in and out in the office

Do Purchasing and canvassing.

Perform other task that may assign from time to time.

Classic Rural Bank Inc.


Evangelista Street Batangas Philippines      August 2009- January 2011

New Accounts Officer – responsible in handling new open accounts

In-charge of handling an open accounts of clients
Handling clients inquiries and suggestion
Doing administrative report on the percentage of number of people opening an account in the bank
Doing Ticketing entries and T-accounts based on the teller transaction
Posting of collection of our marketing assistants 
Perform other task that may be assign from time to time.
Our Workshop System (OWS) Pte Ltd


50 Tagore Lane, 01-04 Entrepreneur Centre


Singapore 787494


April 2008 – June 2009                                    


Admin Officer- 
responsible for handling and doing administrative Job.

Prepare administrative reports 

In charge of doing the minutes of the meeting

Handling and updating the statement of accounts of clients

Doing the Accounts Receivables and payables of the company

In charge of the invoicing and Purchase Order

Record the inventory

Issuing and releasing of cheques, and bank- in into the depository bank

Making follow up and chasing payment to clients

Releasing of Payroll

Perform other task that may be assigned from time to time.

Classic Rural Bank Inc.


Evangelista Street Batangas Philippines      

          March 2003 – January 2008

Bank Teller- responsible for handling of cash flows from day to day transaction of the bank.

Ensures correct handling of cash and check deposit, withdrawals and other transaction format such as; check encashment, bills and loan payable and releases

Balance all transaction and cash flows at the end of the day

Handles client’s inquiries and builds rapport to them all the time.

Prepared daily report of cash flows
Perform other duties that may be assigned from time to time
Customer Relations – promptness, mode of delivery of service, working knowledge of services, procedures

Prepares monthly report with Central Bank of the Philippines  

Performs other duties that may be assigned from time to time

Seminars Attended:


Annual Management Conference


Rural Bankers Association of the Philippines


Subic Bay, Olongapo Philippines


March 2004


Basic Rural Banking Course


Central Bank of the Philippines


Manila, Philippines


February 5-16, 2007


POEA Seabased Conference


POEA  Office


Edsa Manila


July 2014

Personal Background

Born on October 11,1982 in San Jose Mabini Batangas Philippines. The youngest in the family and the only daughter, Married, a responsible person who wants everything to be organized, plan and prepared. I’m a kind of person who can relate in all the people in walks of life coz I’m easy to be with.  I’m a kind of person who always looking forward on a future, Knows how to treasure people and respect individual. Always wanted a fair treatment to every individual. 

References: 


Grace D. Tan


General Manager


Rock Gold Trading and Equipment Rentals

Now Builders 


(043) 980-5555



Rustica E. Comia


President/Manager


Classic Rural Bank Inc.



(043)723-3222


Ms. Natalie Joan Asido


HR Manager


HMR Philippines, Inc.


09175876609

