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Dizon, Romar Gilliand Geronimo
Address 1: Blk 6 Lot 20 Foggia St., Trails of Maia Alta, Brgy. Dalig, Antipolo City
Mobile/Viber/WhatsApp No.: +639459756245
E-mail Address: romargilliand.dizon@gmail.com 
Objective: Result oriented, dynamic full life cycle recruiting professionals and skilled workers across a broad range of industries with a commitment to creative recruitment and client service. Success in spearheading strategies to improve recruitment process & selection, establishes effective communication & fosters a harmonious working relationship with stakeholders and hiring managers. Striving to leverage background and experience for career advancement in a well reputable organization.

Educational ATTAINMENT

College

Polytechnic University of the Philippines

Bachelor of Science in Business Administration Major in Human Resource Development Management minor in Service Management for Business Process Outsourcing

S.Y: 2012 – 2016 (Graduated)
High School

Mambugan National Highschool




S.Y: 2009 – 2012

WORK EXPERIENCES
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HINDUJA GLOBAL SOLUTIONS



ADEX Medical Staffing LLC. 
Headquarters: 501 Madison Avenue, Suite 503 New York, USA
Industry: Healthcare Recruitment (Overseas) - Remote
Associate Recruitment Manager

July 2021 – Present
Duties & Responsibilities:
· Handles healthcare recruitment for Registered Nurses & Medical Technologists under temporary working visa or permanent green card in USA.
· Conduct face-to-face and virtual orientation in large audiences to discuss our hiring and sponsorship programs.

· Promotes the value and mission of the company to candidates, to attract the best talent for the job.

· Pre-screening/vetting and monitoring leads regularly.
· Tasked to conduct initial interview, arrange, and schedule candidates for online examinations and headquarters interview with the COO.
· Generates qualified leads using diverse channels such as social medical platforms (Facebook & Instagram), job portals, (Indeed & LinkedIn) and through referrals.
· Responsible for managing company’s official social media pages such as but not limited to, posting job advertisements, addressing queries on messenger and comments regularly.
· Conducts research about competitors’ advertisements to keep up with current trends and movements in the market.
· Responsible for formulating and implementing timely recruitment initiatives and marketing strategies.
· Develops and maintains database/recruitment trackers to monitor progress. 
· Generates daily, weekly, and monthly recruitment reports.
· Analyzes and interprets data through generated reports to forecast and properly identify applicable actions.
· Directly reports real-time recruitment updates to Senior Recruitment Manager & COO about projects’ status and progress.
· Collaborates with Senior Recruitment Manager and Case Managers to consistently demonstrates recruitment goals & targets and execute initiatives to fulfill requirements within the given timeframe.

· Works closely with the processing/deployment team to monitor the progress of scholars and onboarding candidates.
· Communicates and builds relationship with partnered institutions (schools/universities, review centers and recruitment agency) about recruitment-related activities.
· Coordinates orientations: giving job offers to candidates and job statuses and communicating candidate feedback.
· Serves as the lead and focal person for all candidates in the pipeline, ensuring they are motivated to move through the recruitment process and updated with their respective status.
· Ensures the smooth coordination and communication throughout the recruitment process.
· Represent the company on Recruitment Activities across different provinces in the Philippines to promote the company’s brand and to continuously build talent pool.
2. Industrial Personnel and Management Services, Inc. (IPAMS) 
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#723 Aurora Blvd., New Manila, Quezon City
Industry: Staffing/Recruitment Agency (Overseas)

Assistant Recruitment Manager

November 2020 – June 2021
Recruitment Supervisor

January 2020 – October 2020
Recruitment Officer

July 2018 – December 2019
Duties & Responsibilities:
• Handling various low and high-volume recruitment projects for overseas employment to support the continuous manpower needs of our top-notch clients from different industries across the globe.
• Conduct face-to-face interviews & answer applicants’ inquiries regularly.

• Post job vacancies in all relevant job portals.

• Generating qualified profiles using different job platforms such as company’s job portal, Workabroad, Jobstreet, Indeed, LinkedIn, etc.

• Use social media platforms to build networks and source potential candidates.

• Responsible for sourcing, pre-screening, interviewing and profiling candidates based on the client’s qualifications and company’s standards to provide high quality candidates in the pipeline.
• Coordinating with Department Migrant of Workers (DMW - formerly POEA) & PESO offices in arranging Special Recruitment Activities & Job Fairs.
• Prepares Job Fair Materials such as Application Forms, Leaflets, Registration Sheets, & Assessment Forms.
• Inviting and scheduling candidates for initial interview, examination and client’s interview.
• Administer written & online examination
• Performing coaching sessions & proper setting of expectations to the candidates lined-up for final interview for better output and feedback.
• Facilitating onsite/virtual recruitment workshops and assisting clients with their needs during their recruitment campaign in the Philippines.
• Facilitating onsite/virtual recruitment workshops and assisting clients with their needs during their recruitment campaign in the Philippines.

• Maintaining different recruitment trackers & managing applicant’s information by using an in-house applicant tracking system.

• Creating and presenting weekly recruitment reports of the team to the upper management to monitor progress.
• Providing real-time recruitment updates to our clients.
• Ensuring 100% manpower delivery within the recruiting time frame given.

• Keenly reviewing the validity and authenticity of each applicant’s civil, educational, training certificates and employment credentials to avoid critical problems during the mobilization of their documents.
• Partners with the operations/processing managers and officers to ensure efficient mobilization of onboarding candidates.
• Communicating and coordinating with clients to ensure complete details of manpower requirement.
• Collaborate with recruitment managers in making recruitment plans and strategies to accomplish targets efficiently and effectively.
• Responsible for creating recruitment calendar and schedule.
• Communicating with the team to discuss recruitment schedules, recruitment strategies, hiring challenges and progress by facilitating weekly meetings and huddles.

• Providing appropriate and effective recruitment directives to subordinates.
• Supervising the team’s productivity in terms of generation, endorsements, final interview event preparation and email communications to clients.
• Adheres to company and DMW/POEA’s standards and policies.
Recruitment Projects handling: Healthcare / Medical (Nurses), Industrial / Aviation, Hospitality / Hotel, Food and Beverage / Restaurant, Retail / Merchandise, Manufacturing, Heavy Industrial / Machinery Equipment, Mining & Quarrying, Oil and Gas, Energy (Electrical & Petroleum), Repair and Maintenance Services, Construction / Building / Engineering, Transportation Services, Steel Fabrication, Computer & Information Technology
Countries of Deployment: Canada, USA, United Kingdom, GCC & Asian countries
[image: image4.png]IPANS

Industrial Personnel and nt Services, Inc.



3. Hinduja Global Solutions (HGS)
E. Rodriguez Jr., Ave., Brgy. Ugong Norte, Libis, Quezon City
Industry: Business Process Outsourcing

Sourcing/Recruitment Associate

March 2016 – July 2018 (2 year & 4 months)
Duties & Responsibilities:

• Responsible for high-volume sourcing and hiring of technical & customer service agents to support the continuous business expansion of our clients.

• Ensure 100% fill rate of financial, healthcare, technical, and bilingual accounts.

• Ensure the daily flow of applicants by doing the paper screening, phone screening, and inviting from different sourcing channels such as job portals (HGS portal, Jobstreet & Indeed), recruitment database (graduation list, referrals, & job fair registration forms), and recruitment partners. 

• Use social media platforms to build networks and source candidates.

• Conducting different Sourcing Recruitment Activities such as job caravan, job fair, open house recruitment, promote referral programs through email and SMS blasting.
• Prepares Job Fair Materials such as Application Forms, Leaflets, Registration Sheets, & Assessment Forms.
• Maintains different sourcing trackers & create end-of-day reports to track data and progress.

• Managing & organizing candidates using an in-house applicant tracking system.

• Conducts phone initial interview and personal interview to gauge/assess candidates' English communication skills and other qualifications.

• Brings in a good number of qualified candidates from recruitment events and ensures that they are profiled to the right accounts.

• Provides complete, accurate, and inspiring information about the company, line of business, and the job role to the candidates. Sets and manages expectation settings if needed to prepare the candidates for the next recruitment processes that they will undergo.

• Provides real-time feedback to the candidates & assists them with their pre-employment requirements.

• Comes up with creative ideas and sourcing strategies on how to increase the volume of applicants and attract the right candidates.

• Communicate with managers and other employees regularly to establish rapport, gauge morale, and broaden my network to establish an extensive talent pool.

• Works cooperatively with the members of the team & other departments to develop a strong and harmonious working relationship with them.
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Teletech
Ayala, Makati City

Industry: Business Process Outsourcing

Talent Acquisition Specialist Intern

November 2015 – February 2016

600 Hours (OJT)

Duties and Responsibilities:
• Answer applicants' inquiries regularly & perform administrative tasks.
• Used Taleo (ATS) to encode each applicant's information and track their recruitment progress.

• Source potential candidates using different job portals and social media platforms.

• Conduct pre-screening and assessing the applicant’s abilities and communication skills.

• Administer and interpret online pre-employment examination using Taleo.
• Endorsing candidates who passed the online examination to the second level of interview.

• Assisting applicants & building rapport through the whole recruitment process.

• Participate in job fairs to represent the company’s brand.

• Communicate with Supervisors and Managers to discuss recruitment concerns to ensure efficiency and effectiveness.
RELATED SKILLS
• Excellent verbal and written communication skill
• Comfortable and adept at public speaking in front of large audiences.
• Advanced sourcing & recruiting skills
• Well-trained in fast-paced and high-volume recruitment.
• Strong organization, prioritizing & time management skills
• Accuracy and Attention to details.
• Can work at a high level of integrity and confidentiality.
• Good leadership, decision making, and multi-tasking skills
• Energetic, creative approach with various recruitment techniques
• Can work under pressure with minimal supervision

• Tolerant and flexible to different situations.

• Proficient in Microsoft Word, Excel, Outlook, PowerPoint, and Thunderbird
• Basic knowledge in using Adobe Photoshop 
• Proficient in using computer-based recruitment tools.
• Exposure with various in-house applicants tracking systems such as Recruitment Management System (RMS) and ORION.

Personal INFORMATION
Date of Birth:

October 26, 1994
Civil Status:

Single

Character ReferenceS
Available upon request

I hereby certify that the above information is true and correct.
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_______________________ 
DIZON, ROMAR GILLIAND G.
