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 (
OBJECTIVES:
To further develop my career growth, enhance and apply all my skills, capabilities and
extensive experience in order to become your company’s very valuable and incomparable asset.
)

SUMMARY OF QUALIFICATIONS:


1. 	RECRUITMENT – Recruits, screens, interviews and participates in the team solution to fill in vacant positions. Keep and update 201 files of employees from hiring up to separation from the company. Plans, conducts new employee orientation to foster positive attitude toward company goals.
2. MANPOWER MONITORING – Prepares and maintains Headcount Monthly Report.
3. BENEFITS – In-charge for the BIR, SSS, Philhealth, Pagibig and Health Insurance applications and benefits of all employees.
4. EMPLOYEE & LABOR RELATIONS – Maintains knowledge of legal requirements and government reporting regulations affecting human resource functions and ensures policies, procedures and reports are in compliance.
5. POLICIES & PROCEDURES – Prepares and administers programs and procedures as with the company’s rules and regulations.
6. TRAINING – Serve as a Training Coordinator of the company. In-charge in the conduction  of Training Needs Analysis, Annual Training Plan for all department and allocation of budget in training. Generates behavioral trainings for the company.
7. PERFORMANCE EVALUATION – Administers and monitors performance evaluation of each employee candidate for regularization. Conducts background check for all employees.
8. TIMEKEEPING – Monitor and handle man hour of employees.
9. COMPENSATION & LAST PAY – Computes salaries, wages, 13th month pay of concerned employees and Last Pay for separated employees.
10. WORKING VISA/PERMIT – In-charge for the application, renewal and extension of all working/tourist visa of foreign nationals of the company and employees sent for training in mother company.
11. ADMINISTRATIVE FUNCTIONS – Issuance of ID’s, contracts, uniforms, office supplies to concerned employees and departments. Assists department heads in relation to employee’s performance.

WORK EXPERIENCES


May 28, 2019 - Present	HR/Admin Department Head
Ring Electronics (Philippines) Co Inc EPZA Rosario Cavite

a.	Recruitment
1 Conduct and ability to hire through evaluation and selecting staff as per job position and competence requirements.
2 Evaluate current organizational needs for the manpower selection and deployment.
3 Ensure that all new-hires have undergone the necessary pre-employment requirements.
4 Identify the necessary competence needed for the job requirements and ensure that the gap for the employee shall be meet through the training or transfer of knowledge.
5 Ensure that job description is issued and explained to the employee prior to performing his job.

b Organization and Training Development
1 Ensure the competency level for all personnel performing activities related to quality and environment are met.
2 Develop and initiate training requirement matrix is being implemented as per job function and schedule.
3 Establishing Annual Training Plan as per training needs analysis results and ensure the effective implementation.
4 Ensure that company events are being practiced for employee’s welfare and development
5 Conduct awareness and orientation to new employees regarding company rules and policies.

c Compensation & Benefits
1 Preparation of salary payments as per attendance records.
2 Prepare and ensure statutory payments thru EGOV online facility/government website.
3 Computation of final pay and other incentives as per entitlement.
4 Ensure that all employees are enrolled at government statutory.

d Evaluation & Employee Relations
1 Preparation of employee's performance evaluation for probationary and regular employees.
2 Preparation of Memorandum related to HR activities.
3 Communicate to all levels of the organization to establish and maintain positive relationships with management and employees.
4 Works closely with each department heads to meet the operation goals and improve employee's retention.
5 Perform other duties in accordance with the company regulations and ISO standards.
6 Issuance of related benefits and information to concerned employees.

e.	Administration
a Monitor all legal requirements related to company operations and compliance to government reportorial.
b Process PEZA related incentives and certificates yearly
c Renew the BIR certification or when there is an update for the registered activity d	Process the PEZA and SEC related renewal of reports and certificates.
e Check the lease contract for the building, and other retainer's as per schedule.
f Assists top management and other visitors/expatriates in terms of their visa status, working permits and other needs.
g Prepare and update visa processing and AEP application for expatriates.
h Vehicle monitoring and ensure car allocation for visitors/employees/management as per request.
I.	Check and monitor regular checking of vehicle and schedule of itineraries. j	Assists visitors and guests.
k	Coordinate and get assistance for legal related to company.

Nov 12, 2007 – May 31, 2019	HR/Admin Head
Channel Line Corp PTC Carmona Cavite

SUMMARY OF QUALIFICATIONS:
a. Establish the Annual Training Program and coordinate to all Departments the identification of training requirement to ensure the effective implementation of the company-wide training program.
b. Checking the competency level for personnel performing activities affecting quality.
c. Develop appropriate training or actions to meet those needs and evaluate the effectiveness of action taken.
d. Checking the Departmental Training Proposal and prepare the Annual Training Program.
e. Providing the venue, budget and other necessities for the training.
f. Check the coordination with the concerned department regarding the implementation of training.
g. Check the monitoring the implementation of training programs based on schedule.
h. Checking of training records and timekeeping.
i. Preparation of the organizational structure and define responsibilities of all departments.
j. Review the current structure and initiate re-organization as the need arises.
k. Make available the latest copy of the organizational structure and job description.
l. Preparation of payroll and attend to employee's concerns regarding payroll.
m. Computation of Final Pay, 13th month pay and other incentives.
n. Schedule Annual Medical and other related activities based on target dates.

o. Control human resource activities for each department.
p. Ensure that job descriptions are fully understood by everyone as indicated in the individually signed job descriptions.
q. Ensure that job descriptions set for each staff corresponds to his/her respective qualifications.
r. Review the necessary training for staff to meet or carry-out their respective job descriptions.
s. Giving appropriate disciplinary actions to erring employees based on CLC Code of Discipline.
t. Preparation of PEZA monthly and quarterly reports, SSS, Philhealth, Pagibig and BIR employment reportorial.
u. Preparation of Monthly Goals Reports, departmental objectives and other ISO related documentations.
v. Implementation of approved Improvement Plan in relation to HRD.
w. Preparation of ARF - Approved Requisition Form for HR related requirements.
x. Preparation of performance evaluations for regular and contractual employees based on records.
y. Conducts interviews to applicants and recommends to concern department as per request.
z. Preparation of Inter-Office Memorandum related to HRD.
aa. Handling of Company's government mandated benefits applications of employees and attends to employee's verifications.
bb. Revised HR related ISO procedures and conducts Health awareness trainings based  on DOLE requirements.
cc. Preparation of monthly remittances reports for SSS, BIR, Pagibig, Philhealth and other reportorial.
dd. Preparation of Monthly Reports and other government mandated annual reports. ee. COOP Coordinator.
ff. Responsible in preparation of Legal Requirements such as AEP and Visa processing. gg. Maintain statutory source of emission and control of vehicles.
hh. Coordinates for regular checking of vehicles and schedule of itineraries.
ii.	In-charge for booking of expatriates for flight and hotel reservation.
jj. Checks PO for indirect materials used by each department and other consumables. kk. Prepares ARF for all Admin related requirements.
ll.	Source out potential suppliers for consumable goods and supplies.
mm.	Purchase items as per approved MRF and instructions by superiors

July 28, 2007 – October 15, 2007	HR & Admin Officer
East Asia Paper Manufacturing Corp Naic Cavite Plant

October 20, 2006 – May 20, 2007	Assistant HR Supervisor
S & R Membership Shopping – Aseana Branch PSMT Phils Corp

Company Background: S & R (Trade Mark) is a membership shopping for retail and wholesale merchandise. Their members are their customers and the key people of the business.

SUMMARY OF QUALIFICATIONS:
a. Assists the Human Resources Manager and the Warehouse Managers in the performance of Human Resources functions to include recruitment and selection, training, Government mandated benefits administration, and employee relations.
b. Provides supervisory assistance in the warehouse operations of the assigned location.
c. Ensures that employees’ 201 file, corrective consultation and attendance record are
accurately filed and updated.
d. Responsible for the sourcing, screening and placement of manpower and takes an active role in manpower planning for the location for optimum productivity.
e. Ensures the strict compliance of all employees to the policies and procedures of S&R.
f. Implements the Company’s benefits package including proper monitoring of
availments and assists the HR Manager in the negotiations with providers.
g. Takes on an active role in the planning and administration of wage related matters.
h. Designs and conducts training programs for the enhancement of employee skills.
i. Process the salaries and compensation of concerned employees.
j. Prepares and update HR reports required by the Corporate HR Manager.
k. Handles processing and documentation of separated employees.
l. Ensures that all employees have the mandated government permits (DOLE, Occupational & Health Permits).
m. Responsible in handling labor related issues and assures uniform application of
corrective consultation and “due process” procedures.
n. Prepares monthly pep-talk topics and develops employee activities that foster camaraderie and a healthy working relationship in the organization and at the same time evaluate the effectiveness/impact on productivity of employee program activities.
o. Performs other tasks as may be assigned from time to time.

April 2003 – October 19, 2006	HR Senior Specialist
Fujimoto International Technology Corp. Ph 4 PEZA Rosario Cavite

Company Background: FITC is a newly organized Japanese multinational company located at Cavite Export Processing Zone, Rosario Cavite. They are one of the leaders in the manufacturing and distribution   of   sensor,   optical   devices   and   fiber   adapter   products   to   Sharp   Japan.   They were certified for ISO:9001, ISO:14001, and ISO 18001.

SUMMARY OF QUALIFICATIONS:
a. Assist the HR Division Head to perform its division goals.
b. Collates training plan and coordinates of its training.
c. Maintains and update all training record of all employees.
d. Conduct Company Orientation or other Behavioral training as scheduled.
e. Process working permits and visa of Japanese expatriates.
f. Prepare and handle memo’s regarding Recruitment, Training and Benefits matter.
g. Handle the copy of training modules of the organization.
h. Prepares training needs based on the training budget.
i. Issue Personnel Requisition From to the requesting employee/department.
j. Announce job opening both internal and external.
k. Provide the psychological examination of the applicants.
l. Issue uniform, ID, zone pass and other needs for the newly hired employees.
m. Prepare, update and keep the 201 file/s of all employees.
n. Prepares the clearance for resigned and finished contract employee.
o. Provide the Notice of Finished Contract of concerned employees to its respective superior.
p. Updates and handle Group Insurance of all employees.
q. Generates training modules for behavioral trainings.
r. Prepares and issues of Performance Appraisal or Worker’s 5S of concerned employees
to his superior.
s. Monitor and updates the skill of all employees.
t. Prepares disciplinary actions for offenders as per direction.
u. Monitor and record the recruitment, training and benefits section expenses.
v. Prepares the Filipino manpower and Japanese expatriates quarterly status report and submit to government agencies.
w. Prepares and submit reports to SSS, Philhealh, Pagibig and BIR for all newly-hired employees.

OTHER POSITIONS:
1. Internal Auditor
a. Prepares the needed Audit Checklist for the Internal Audit to be conducted.
b. Conduct the scheduled Internal Audits as per requirement of the procedures.
c. Follow the lead of the Internal Audit or designate.
d. Report the results of the Internal Audit conducted as per requirement of the procedure. Use Internal Audit Reports or any equivalent document.
e. Follow-up the results of the Internal Audit and action plans of the auditee.
f. Update the necessary reports.
g. Performs 5s on respective areas.
2. Certified Company Trainer
a. Prepares the needed Training or orientation Module that details the topic or subject matter that will use to teach the attendees.
b. Prepares the needed actual and/or written examination, if necessary.
c. Conduct the necessary scheduled trainings or orientations.
d. Evaluate the learning of the attendees as necessary.
e. Submit the results of the trainings or orientation conducted to HRD Head.
f. Prepares the needed logistics in preparations, conduction, evaluation and monitoring of the trainings.
3. Administrative Committee Secretary
a. Submit a copy of the Incident Report to Administrative Committee thru meeting.
b. Control all documents connected with the incident report.
c. Assist the committee with the strict implementation of the Company Rules and Regulations.
d. Assist in the reviewing of the Company rules and Regulations as scheduled by the Management.
e. Take all the minutes of the meeting that will be conducted by the committee.
f. Monitor the implementation of penalties.
g. Give necessary training or orientation for in-depth understanding of the Company Rules and Regulations.
4. First Aid Team Leader
a. Organize, train and supervise the members of the team.
b. Designate a site for the evacuation of the injured persons.
c. Administer first aid treatment to injured person/s.
d. Send victim/s to nearest hospital if needed.



May 2002 – August 2002	HR Staff
Golden Stream Import-Export Corp. Ph 2 PEZA Rosario Cavite

March 2000 – August 2000	Production Staff
Challenge Socks Corp. Ph 2 PEZA Rosario Cavite

July 1999 – December 1999	Recruitment Staff
Wukong S. PTE. LTD.
Ph 4 PEZA Rosario Cavite

TRAININGS


1. OJT – Bayantel	Oct 1998 – Jan 1999
2. Test Administrator - PUPCET	March 1998
3. 7 Ways in Keeping Positive Attitudes	June 19, 2003
4. Strategic Human Resource and Labor
Laws Relations Seminar	August 28, 2003
5. Essence of Peer Counseling	September 2003
6. First Aid Training and Basic Life Support	December 8-13, 2003 7. ISO 9001:2000	March 4, 2004
8. Trainer’s Training	2004/2008/2011
9. Business Writing	April 15, 2004
10. Time and Motion Study	April 22, 2004
11. Production Planning And Control	June 28, 2004
12. Internal Quality Audit Training	2005/2012
13. Human Resources Management	Nov 16, 2007
14. Training	Nov 16, 2007
15. Control of Job Description & Table of Organization	Nov 16, 2007
16. Communications Control	Nov 16, 2007
17. Infrastructure	Nov 16, 2007
18. Purchasing	Nov 16, 2007
19. ROHS Awareness	Dec 29, 2007
20. Safety Control Awareness	2007/2009
21. Emergency Preparedness & Response Awareness	2007/2009
22. Nearmiss Control Awareness	2007/2009
23. Sexual Harrassment	2007/2009
24. PTB	2007/2009
25.  HIV – AIDS	2007/2009
26. Labor Relations	July 19, 2008
27. Dangerous Drug	July 19, 2008

28. Supervisory Effectiveness for Improved
Quality & Productivity	Sep 10-12, 2008
29. Rules & Regulations to Implement RA 9504	Oct 17, 2008 30. 5S	Oct 23, 2008
31.  Updates on Sub-contracting & SSS Laws	Oct 30, 2008 32.  OHSAS Standard 18001:2007 / ISO 14001:2004	Mar 9, 2009
33. QMS Standard ISO 9001:2008	Mar 12, 2009
34. Fire Fighting/Chemical & Fire Drill	2009/2010/2011
35. SSS In-depth Seminar	Feb 14 – 17, 2011
36. Influenza A (H1N1)	June 26, 2009
37. Waste Management	June 27, 2009
38. Update of the Environmental &
Safety Laws Training	Aug 1, 2012



EDUCATIONAL ATTAINMENT


1995 – 1999	Polytechnic University of the Philippines Bachelor of Science in Industrial Psychology Sta. Mesa, Manila

1991 – 1995	Stella Maris School
Lubang Occidental Mindoro

1985 – 1991	Binacas Elementary School
Binacas Lubang Occidental Mindoro



SPECIAL SKILLS
Proficient in oral and written communication, computer literate, can administer and interpret psychological tests, training coordinator and company trainer, handling legal requirements and reportorial of the company.

PERSONAL DATA


Birthday	:	March 8, 1979
Birthplace	:	Cavite City, Philippines
Sex	:	Female
Civil Status	:	Solo Parent
Religion	:	Roman Catholic
Citizenship	:	Filipino
Height	:	5’2”
Father	:	Roberto V. Atienza Sr.
Mother	:	Mercedita N. Atienza
SSS No	:	33-5464949-2
CHARACTER REFERENCES


	Name
	Position
	Address

	Ma Cecilia Marfa
	HR Supervisor
	WWW Express

	Ericson Santos
	Warehouse Manager
	S & R Membership Shopping

	Consolacion Doctora
	HR Supervisor
	Mandaluyong City





I hereby declared that all the above-mentioned information are true and correct.
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