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Overview:

e Monitoring employees performance, attendance, updating 201 files, and conduct
investigation for erring employees and discharging disciplinary actions in
accordance to company code of conduct.

e Conducts Orientation to newly hired employees.

¢ Coordinates company meeting in close collaboration with department heads.

e Monitoring of evaluation of every employee from rank in file to
Mid-management.

HR - OFFICER EMPLOYEE RELATIONS
Metro Wear Inc 2
Lapu-Lapu City
November 2014 — March 2015
Overview: Cm b!?
e Takes responsibility in complying with the Company’s Code of Conduct and
Discipline.
e Coordinates grievance handling disputes as the need arises and ensure proper
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e Ensures thatall incident reports will be handled and facilitated appropriately with
proper observance on the two-notice rule to prevent labor cases.

e Handle investigation objectively and a humane atmosphere.

e Maintain a steady upkeep of all labor-related documentations and records for
future reference and decision-making.

e Ensure to update demerits record of employees in the PAMS.

e Provides recommendations or suggestions to further strengthen employee and
labor relations programs, policies and procedures to support organizational goals
and requirements.

e Prepare statistical reports, using records of actions taken concerning grievances,
arbitration/mediation cases and related labor relations activities, to identify
problem areas.

Teaching ESL (Cebu Globalization Company) . ot
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e Teaching English Language to Korean, Japanese and Chinese.
EDUCATIONAL ATTAINMENT:
v Elementary: Tubod Elementary School

v" High School: Dalaguete National High School . ,
v" College Degree: A.B - Philosophy: Rogationist Seminary College - Cebu ~ @“"0‘ wated

OTHER PERSONAL DETAILS:
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Current Address: 1257 V Rama Avenue Guadalupe Cebu City 6000 PH 7 w| W *\"‘*’”a‘ ‘ f’”’”ﬂ
Place of Birth : Tubod, Obong, Dalaguete Cebu 6022 wl bt eAaney &
Birth Date : March 10, 1992 \my@luﬁ Yo
Age : 26
Status : Single
Gender : Male m:
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