[image: ]Rhea Jean B Dolar
523 Sta. Maria Street, Bagumbayan, Taguig City
Mobile: +639452764595
Email add: rheadolardolar@gmail.com
https://www.facebook.com/gayejean11?mibextid=ZbWKwL

OBJECTIVES:

Timekeeping with 8 years of experience working at turn A rounds taking care of the employee’s time, supplies, safety training, and schedules. Provided current document control for all other changes for site specific work. Skills: Accounts Payable, Accounts Receivable, Collections, Receptionist with excellent interpersonal and relationship-building skills, improving customer satisfaction and loyalty.


WORK EXPERIENCES	:


Company 		:	D’ Flaszh Job –Finders, INC.
Nature of Business:	Interior Design / Fit Out
Company Address	:          G/f Com. Chest Foundation Bldg.,815 Remedios Street Malate Manila            
Position		:	HR-Timekeeper
Inclusive Date	:	November 18, 2016 – Present


  Roles and Responsibilities (TIMEKEEPING): 

*Secure/Verification if workers are block listed
* Registration/Orientation for BIOMETRIC SYSTEM
* Monitor daily time-in/time-out of all workers
* Report daily manpower distribution to the proj. manager
* Monitors /Issue inter-memos for company rules violators
* Monitors appointments/S.I. L of all workers
* Report total weekly man-hours to safety dept.
* Prepares weekly payroll and monthly payroll
*Prepares Pre-Approve and Approve Overtime
*Prepares Monthly Tardiness to workers and staff
*Prepares service slips of workers and staff 
*Prepares Incident Reports based on CCTV Footage
* Prepares list of newly hired workers
* Prepares list of laid-off workers
* Employees salary/pay slips distribution
* Prepares monthly timesheet (twice a month)
*Overall responsible for the timekeeping monitoring of activities on site and Plants.


Company 		:	TAPRIGHT MANAGEMENT AND CONSULTANCY INC
Nature of Business	:	Interior Design / Fit Out
Company Address	:          3rd Floor. Arellano Building, Felix Avenue, Cainta Rizal
Position		:	HR-Timekeeper
Inclusive Date	:	January 13, 2016 –November 18, 2016


Company 		:	RS Carson General Construction Corporation
Nature of Business:	Interior Design / Fit Out
Company Address	:	Franco Drive Mañalac Industrial Estate, Bagumbayan Taguig City
Position		:	HR-Timekeeper
Inclusive Date	:	August 15, 2015 – January 09, 2016

Company 		:	Pure gold Price Club Inc.- Tuktukan Taguig City 
Nature of Business:	Whole Sale Retail Supermarket
[bookmark: _GoBack]Company Address	:	Tabacalera Building 900 B, Paco Manila
Position		:	Internal Security/ Watcher
Inclusive Date	:	April 13, 2012- January 19 ,2014	


Company 		:	Pure gold Price Club Inc.- Presidio Lakefront, Sucat, Muntinlupa 
Nature of Business:	Whole Sale Retail Supermarket
Company Address	:	Tabacalera Building 900 B.  Paco Manila
Position		:	Internal Security/ Watcher
Inclusive Date	:	October 11,2011- March 18 ,2012

Company		:	Department of Social Work Development (DSWD
Nature of Business:	Government Project for peace
Company Address	:	DSWD Region 12 Koronadal City So.Cot.
Position 		:	Enumerator
Inclusive Date	:	October 05, 2010- December 28, 2010


EDUCATIONAL BACKGROUND:

Tertiary		:	Ramon Magsaysay Memorial Colleges
					Pioneer Avenue, General Santos City
					SY 2009 – 2010
          Course		             :	Bachelor of Science and Criminology
					PRC Licensed Criminologist
			
PERSONAL DATA:.

	Age			:	34 yrs. old
	Sex			:	Female
	Status		:	Single
	Date of Birth	:	October 11, 1989
Place of Birth	:            Surallah, South Cotabato
	Religion		:	Roman Catholic
	Citizenship		:	Filipino
Height		:	5’2”cm
Weights		:	82 kls
Father’s Name	:	Benedicto Dolar Jr.
Occupation		:	Auto Motive Mechanics
Mother’s Name	:	Rebecca Dolar
Occupation		:	Housekeeper


SPECIAL SKILLS & INTEREST:

COMPUTER LITERATE, COOKING, COMPETING IN KARATE DO AND HARD WORKING PERSON.

CHARACTER REFERENCES:

LABARES, ROMERP
PRODUCTION SUPERVISOR/QC
BATISAN STREET BAGUMBAYAN, TAGUIG CITY
Contact #: +639352959330

WIMALYN SAGUID
H.R MANAGER
DE CASTRO, PASIG CITY,
Contact #: +639224913069

KAREN O MADRIA
H.R SUPERVISOR
CUPANG, SUCAT, MUNTINLUPA CITY,
Contact # +639175223405


I hereby certify that the above information is true and correct to the best of my knowledge and belief. Thank you and God Bless.


                                                                    RHEA JEAN B DOLAR
                                                               APPLICANT
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