Dear Sir/Ma’am:

Hello and good day!

I am Jennifer J. Montaño, a graduate of Bachelor of Science in Commerce major in Computer Science at the University of San Jose-Recoletos . I have my certificates in Professional Education with 18 units and in Special Education at Cebu State College of Science and Technology.  With my exposures in my various seminars and workshops attended as well as my experience as  an ESL  Teacher had given me full knowledge and equipped me in gaining my confidence and skills in handling my responsibilities, thus making  myself strong in facing whatever challenges that I may undertake. 

I am attaching my resume’ for you in knowing more about my potentials and capabilities.  If it does not suffice, I would be very privilege to have a personal interview with you.

Thank you very much and I am looking forward to work with you the soonest possible in time.

 

Very truly yours,

 

Jennifer J. Montaño
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JENNIFER J. MONTAÑO 

Lot 4 Block 13 Ilang-ilang Street, Nangka

V & G Subdivision, Consolacion, 

Cebu, Philippines 6000

Email Add: jennifer_montano03@yahoo.com                    

Mobile No. +(632)9063330749

____________________________________________________________________

CAREER OBJECTIVE:

To be part in a prestigious, highly dedicated and dynamic establishments that could also utilizes my knowledge, skills and expertise in areas related to my endeavor and which provides opportunity for career growth and advancement.

CAREER PROFILE:

General Functions:

Teaching Korean students in four major areas like Grammar Theories/Functions, Speaking, Reading and Writing in giving the best and quality standard of education.
ESL Teacher


-
E-MO Language Studies Corporation






Samantabhadra Insitute Bldg.






Banilad Road, Cebu City, Phils.






January 2009 – up to present

General Functions:

Responsible for the management and development of HR / Administration systems and procedures to ensure a smooth functioning flow of operations.
HR Manager


-
CYPREA INTERNATIONAL INC.






Pagsabungan Road, Mandaue City






Cebu, Philippines






July 18, 2008  (up to present)

Main Responsibilities:

· Assist in the Company's growth by responding to the manpower requirements during massive expansion.

· Provide expertise to supervisors and managers in the proper management of people

· Assist top management in the strategic planning of the HR Department and provide expert advice on the implementation of various HR processes and employee programs.

· Propose development program

· Develop the Company's employee learning and development program and provide leadership in the implementation of same

· Conduct training needs analysis

· develop training materials and visuals for the different programs 

· Conduct behavioral and other soft skills training

· Regularly confer with department heads for training and development needs identification and program improvements

· Supervise and see to the efficient running of the training group

· Provide strong support services to all the strategic business units by providing on a timely basis qualified manpower, train employees for progressive excellent service, set up rules and procedures to guide operations people in dealing with various employee issues

· Do strategic recruitment, train and assist managers and supervisors in implementing a performance management system to ensure all employees are performing at par with company standards and ensure that best performers are recognized and rewarded.

· Initiate employee relations program to foster open communication and establish relations program to foster open communication and establish a culture at teamwork and unity of purpose

· Introduced improvements in the recruitment system and in monitoring employee performance, did manpower audit that resulted in a streamlined yet effective organization

Support managers and supervisors in their roles by conducting management development programs and institutional quality session.

· Recruitment all stages including advertising, briefing of agencies, interviewing with departmental managers, offers documentation, references and job orientation

· Managing the payroll function ensuring that contractual and legal responsibilities are discharged fully and that employees are paid in an accurate and timely manner

· Concerned with the assessment of training needs, formulation and execution of training plans and the maintenance of performance standards

HR Officer           

  -        Matluster Corporation

                                                           MEPZ II, Basak, Lapu-lapu City

                                                           August 2002 - April 2005

HR Planning, Recruitment & Selection:

· Prepares job descriptions and job specifications as part of job analysis

· Develops and administers job evaluation programs to the entire company

· Assists and coordinates with the Operations Department in preparation for the job design

· Keeps an organized and functional file of these job descriptions, specifications, job design and evaluation

· Advises top management on their uses

· Conducts human resources planning for the entire company

·  Sort through applications and interview possible candidates

· Assists and requires all new employees to submit employment requirements before reporting for work

· Prepares and monitors absences, tardiness and overtime reports

· Prepares employment contract

· Recommends its choices to the requesting department or to the management

· Develops sound recruitment screening, selection and placement policies and procedures in coordination with the other departments

· Maintains a complete records system of all human resources of the entire organization

· Conducts orientations regarding the company handbook and Code of Conduct                          

HR Development and Training Program

· Formulate performance evaluation tools

· Administers Performance evaluation in coordination with other department heads

· Assists department heads in taking care of the movements of the employees promotion, layoff, transfer, resignation, retirement, and others

· Prepares short and long range plans for training and education for the entire organization from top management to the rank and file

· Prepares criteria for the selection of applicants for the program of staff development

· Develops career planning program for the entire organization

· Implements the career planning program together with the department heads and supervisors

· Provide counseling program for those employees who needs counseling service

· Keep and files of performance records of employee.

· Assist in the implementation of the Performance Managements System.

· Conducts company orientation for all new employees regarding company handbook and Code of Conduct

· Conducts training needs survey once a year.

· Administers, facilitates, conducts and assists all training programs of the company

· In-charge of all employee relations activities of the company.

· Ensure steady supply of skilled workers through linkages within training centers like TESDA and similar institutions and discuss company skills requirements with appropriate focus persons to suit curriculum to company needs

HR Compensation & Benefit:

·  Administers wages, and benefit schemes

· Formulates, and recommends and evaluates policies and practices regarding employee welfare: health, safety, insurance, transportation, housing and other benefits

· Ensures that compensation & benefits are consistent by coordinating with the Payroll Officer on appropriate salary adjustments (yearly and on regularization of probationary employees)

· Facilitates selection & awarding of Service Staff of the Month/Year

· Facilitate recognition of employee birthdays and employees with Perfect Attendance (monthly and yearly).

· Computes salary deductions and overtime.

· Assists processing of medical insurances and benefits program for the employee.

· Implement all dental and medical benefits programs of the company.

· In-charge of all training and development programs.

  Employee and Labor Relations:

· Addresses grievances and recommendations for disciplinary action

· Implements disciplinary and grievance procedures

· Implements new policies, guidelines and additional regulations through memos and briefing to supervisors

· Prepares and facilitates renewal of contracts for new and/or employees, monitors/updates contracts from time to time

· Monitors employee behavior and performance, attendance (monthly) and scheduling

· Submits personnel report/ update every week and attendance report every month

· Assists and processes all case labor investigations of the employees

· Records and keeps data of all employee sanctions.

HR Officer            

 -       Arden Classic Inc.

        



         Soong Mactan, Lapu-lapu City

         



         December 2001 – July 2001

Duties and Responsibilities:

· Develop and formulate personnel programs, policies and procedures for approval by top management  

· Administer and exercise control on personnel programs, policies and procedures once approved by top management 

· Interpret and explain management policies to employees and bring to management’s attention the employee’s view these policies  

· Periodically review the Company's personnel policies, programs and 

            procedures in order to meet the needs and demands of the changing conditions      

            within each business unit and construct succession plans.

· Reprimand any employee for violations of Company's rules and regulations

· Administer performance evaluation tools in coordination with Division and Department Heads

· Responsible in the Recruitment / Deployment of Staff.

· Manage and control dismissals, resignations and others.

· Conduct exit interviews, processing of clearance.

· Keep and maintain all files and update 201 files of the employees as well as of 

             the organization

· Manage internal communications and staff welfare program.

· Responsible in managing employee by the department heads.

· Ensure steady supply of skilled workers through linkages with training centers like TESDA and similar institutions and discuss company skills requirements with appropriate focus persons to suit curriculum to company needs

HR /Admin. Officer          -    Kingdom Resources Multi-Purpose Cooperative  

  



 Highway Subangdaku, Mandaue City

  



 November 1999 – December 2001 

 Duties and Responsibilities:

· In-charge of all human resource functions:

· Recruitment, Compensation, Benefits, Training and Employee Relations

· Responsible in managing administrative procedures.

· Responsible in managing assets, which includes office equipment, furniture and fittings

· Develop and formulate personnel programs, policies and procedures for approval by top management.

· Administer and exercise control on personnel programs, policies and     

                              procedures once approved by top management.

· Reprimand and send memorandum to any employee for violations of    

                             Company's rules and regulations.

· Administer performance evaluation tools in coordination with Department  Heads

· Responsible in managing employee welfare service such as vacation, sick, maternity leaves and other as recommended by the department heads

· Responsible in the coordination of staff development programs, managing training programs of different levels

                .

· Submit reports to the Chairman of the Board.

· Act as a Secretary of the Board of Directors.

· Conduct orientation seminars to new members.

 Admin. Assistant.            
-        Cebu People's Multi-Purpose Cooperative

          



          Branch Teller 10th Street, North 

           



          Reclamation Area Cebu City

         



          April 1998 – November 1999

Duties and Responsibilities:

· Responsible in providing general services administration, which is inclusive of

            management company's facilities, vehicles, office supplies, physical security.

· Responsible in managing rentals and leases entered into by the company.

· Receive payments such as loans, savings, and fixed deposits from members.

· Disbursing money of loan releases.

· Encode, print and update passbook from database.

· Print loan amortization.

· Consolidate and print out reports every end of the day.

· Assigned in any one of the five (5) branches in Cebu City as a Branch Teller.

SEMINARS AND WORKSHOPS ATTENDED:

The Realities of American Education

(Assertive Teaching in an American Classroom)

Mango Square Mall, Cebu city

June 27,2007

By: Louis B. Tharp, PhD

Resource Speaker

 

Basic Intervention and Strategies for Early Speech 

and Language Problems

Mango Square Mall, Cebu City

June 27,2007

By: Ingrid Anne Y. Chi, BSC.SL-P

 

“Putting the Heart Back Into Teaching:

Principles of Learning”

Cebu State College of Science and Technology

R. Palma Street, Cebu City

July 16,2006

By: Ana Mariolla L. Martninez, OTR/L.M.A. ED.

Pomona Unified School Disrict, Los Angeles County

 

“Effective Classroom Management Strategies”

Cebu State College of Science and Technology

R. Palma Street, Cebu City

July 16,2006

By: Christie L. Lopez,M.A. Ed.

Baltimore city Public School Teacher

 

 “Seminar Workshops on the Management of children with

Behavioral Problems and Learning Disabilities”

Cebu State College of Science and Technology

September 30,2006

By: Omar P. Rodriguez

Resource Speaker

 

“Workshops for Parents and Teachers of Children with

Cerebral Palsy on Basic Handling and Management”

Dream Foundations Center for Children with Special Needs

B. Rodriguez Street, Cebu City

September 20, 2006

By: Deanna Kathrina Z. Maranion, PTRP

Executive Director

 

Discipline and Termination

Waterfront Cebu City and Casino Hotel

Salinas Drive Lahug, Cebu City

October 25,2002

By: Professor Juan Amor Palafox

UP School of Labor and Industrial Relations

 

Orientation on Department Order # 403

Tripartite Industrial Peace Council, Cebu City

September 24, 2002

Ecotech Lahug, Cebu City

 

Grievance, Administrative Investigation and Aribtration

Cebu Midtown Hotel

F. Ramos Street, Cebu City

By: Atty. Allan Fontanosas

PMAP, President, Cebu Chapter

 

ISTIV Orientation Course for Workers

Kingdom Resources Corporation

Highway, Subangdaku, Mandaue City

October 27, 2000

Cooperative Taxation and Labor Laws Forum

Cebu Normal University

Conference Room

August 24, 2000

 

SKILLS / INTERESTS:

Hands-on Basic knowledge in Microsoft Office Applications:

·         Windows

·         Microsoft Word, Microsoft Excel

 

PERSONAL DATA:

 

Age                :       40 years old

Date of Birth  :       July 3,1968

Place of Birth :       Cebu City

Height            :       4” 11 inch.

Weight           :       90 lbs.

Civil Status    :       Married

Nationality     :       Filipino

Religion         :       Roman Catholic

 

 

EDUCATIONAL ATTAINMENT:

 

                   Graduate School     :      Certificate in Special Education

                                                          November 2006

 

                                                          Certificate in Professional Education

                                                          May 2007

 

                                                          Cebu State College of Science and

                                                          Technology

                                                          R. Palma Street , Cebu City

 

       College                  :        Bachelor of Science in Commerce

                                      
          Major in Computer Science

                                                          Year Graduated – 1989

 

                                      
          University of San Jose-Recoletos           

          Magallanes Street, Cebu City

 

 

     High School            :       University of San Carlos Girl's High

          P. del Rosario Extension, Cebu City

          (Year Graduated – 1985)

 

 

 

