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JENNIFER N. RESTOR
Phase 1, Buntong Palay Brgy Silangan

San Mateo Rizal

Contact no: 0948-1994573
Email: jrestor.huale@gmail.com
OBJECTIVES:

                                                                                                                                                 
To secure a position from a progressive, innovative company where my skills and experience can be tapped to the fullest and further contribute to the growth and competitiveness of an institution. 

WORKING EXPERIENCE:

Covered: February 2021 - 2019-Present

Company: Huale Shengshi Technology Inc.
Address: Unit 14c 14th flr. Trafalgar Plaza H.V Dela Costa St. Brgy. Bel-Air Makati City
Position: Finance Head
· Processing and checking of Daily budget request of all projects and department
· Monitoring and recording of everyday daily consumption
· Checking and encoding of Liquidation
· Preparing cheques for daily encashment and for deposit budget
· Processing payment for B.I.R for taxation
· Processing documents for business permit and other company documents 
· Issuing OR and Sales Invoice to clients
· Collecting cheques to client for payments
· Processing bills payment

· Doing monthly financial report
Covered: September 2020 – February 2021

Company: Huale Shengshi Technology Inc.
Address: Unit 14c 14th flr. Trafalgar Plaza H.V Dela Costa St. Brgy. Bel-Air Makati City

Position: HR Officer
· Recruitment of candidates
· Hiring the right employees for the right jobs
· Processing company payroll
· Conduct disciplinary actions
· Maintaining employee records
· Monitoring employee performance
· Resolving internal and expternal conflicts among employees
· Disbursing rewards and incentives
· Handling other admin works
Covered: June 30 2019 – September 2020

Company: Huale Shengshi Technology Inc.
Address: Unit 14c 14th flr. Trafalgar Plaza H.V Dela Costa St. Brgy. Bel-Air Makati City

Position: PROCUREMENT OFFICER

· Supervise and monitors the processing of  Materials requisition.

· Review and recommends for the approval of all requests.

· Review documents relative to requests, purchases, and proposals/bidding

· Coordinates with the suppliers

· Perform supplies canvassing to ensure price competitiveness and quality

· Prepares supply consumption reports.

· In-charge of distribution and storage of tools and materials

· Processing permits for the delivery and pull out materials.

· Monitoring of Stock and Monthly Inventory

· Do the other task from time to time

Covered: April 26, 2012 – February 2018
Company: Hilmarc’s Construction Corporation
Address: 1835 E. Rodriguez Sr. Ave Quezon City
Position: AHR-Supply Officer/Purchaser
· Supervise and monitors the processing of supplies requisition
· Review and recommends for the approval of all OSR-HCC IMIS requests.

· Review documents relative to requests, purchases, and proposals/bidding
· Coordinates with the suppliers
· Prepares supplier’s billing using computerized accounting sytem
· Processing of billing for Insurance ( Health and Car Insurance) for all employees

· Perform supplies canvassing to ensure price competitiveness and quality

· Prepares supply consumption reports.

· In-charge of distribution and storage of supplies

· Auditing of billing for utilities and other expenses of the company
· Implements and complies with ISO 9001:2008 (integrated Management System Requirements), ISO 1400+ Cor.1. 2009 (Environmental Management System Requirements) and OHSAS 18001: 2007 (Occupational Health and Safety Management Systems Requirements).

· Arranged Travel tours for domestic flights for the employees and bosses assigned in provinces
· Do the other task from time to time
Covered: July 2008 – February 2012 
Company: Humanlink Manpower Services


Address: Mother Ignacia St. Corner Roces, Avenue Quezon, City

Assigned Company: Cdr-King Gen. Merchandise 

Position: Stock Analyst
· Monitor and supervise the stock in every branches
· Preparing of P.O for every branch.
· Monitoring and recording of IN/OUTS items from branch to branch
· Preparing the monthly discrepancy of the store

· Checking of new arrival items

· Doing monthly report for the inventory of store 
· Filing of monthly pull-out and pull-in forms

Covered: February 2007 – July 2008

Company: Humanlink Manpower Services


Address: Mother Ignacia St. Corner Roces, Avenue Quezon, City

Assigned Company: Cdr-King Gen. Merchandise 

Position: Data Encoder
· Encode everyday sales of Branch

· Preparing Inventory sheet for monthly inventory

· Monitoring of sales of branch

· Monitoring of stock and inventory

· Preparing of monthly Discrepancy
· Tracing of loss item for discrepancy
Covered: October 2005 – July 2006
Company: Philippine American and General Insurance ( PHILAMLIFE)


Address: Aurora blvd. Edsa Cubao Quezon City
Position: Unit Secretary

· Preparing of proposal of life insurance for the clients
· Assist client for filling of life insurance and monitoring of payments
· Assist Insurance agents for their monthly commission 

· Filling of client records per policy
· Updating the status of Policy Insurance of client
· Preparing billing for monthly payment of each client for their policy
· Doing monthly report for total commission

· Handling telephone calls
· Monitoring of payables for Credit card and other personal billings 

· Telemarketing of Personal life Insurance
· Collecting and monitoring of receivables and payables
SKILLS:

· Computer Literate ( MS word, MS PowerPoint, MS Excel, Open Office )

· Speed in Typing

· Basic Trouble Shooting

· Filling ( Number, Letter, Place )

· Handling telephone calls

· Work under analytical situation

· Work under pressure

· Willing to work under the supervision

· Skills in Communicating other people personal or through phone

· Knowledgeable in basic accounting

PERSONAL DATA:
Age


   : 33 years old

Birthday

   :December 21, 1985

Birthplace

   :San Mateo Rizal

Civil Status

   :Married

Gender                          :Female

Height


   :5'2''

Weight
               :85lbs.

Father's name
   :Daniel N. Nilo Sr.

Mother's name
   :Alicia S. Nilo

Religion
               :Catholic

Language:

   :Tagalog/English


EDUCATIONAL ATTAINMENT:

Vocational: 

Don Bosco Technological Institute

Address:  

BO. Magsaysay CP., Garcia St . Tondo, Manila

Course:      
 
Office Systems Technology (OST)/ Computer Secretary

Year Graduated: 
2004 - 2005

Secondary:

Sto. Niño San Mateo National High School( Annex )

Address:  

Modesta Vill. Brgy. Sto. Niño, San Mateo, Rizal

Year Graduated: 
2002 – 2003

Elementary:

Sto. Niño San Mateo Elementary School

Address:  

Modesta Vill. Brgy. Sto. Niño, San Mateo, Rizal

Year Graduated: 
1998 – 1999

AWARDS :

Certificate of Excellence for high standard of workmanship - Cdr-King (2012)

Best Employee of the Year – Humanlink Manpower and General Services ( 2010 )

3rd Technical Award – Don Bosco Technological Institute ( 2005 )

Perfect Attendance Award- Don Bosco Technological Institute ( 2005 )

Most Valuable Player in Volleyball - Don Bosco Technological Institute  ( 2005 )

Best Leadership Award - Don Bosco Technological Institute  ( 2005 )
CERTIFICATES:

Certificate of ISO 9001:2008 – Hilmarc’s Construction Corporation April 2012
Certificate for Personality Development – Hilmarc’s Construction Corporation  November 2012
Certificate for Effective Customer Service – Hilmarc’s Construction Corporation  November 2012
Certificate for SSS in DEPTH Seminar – Social Security System Main Office – February 2014

CHARACTER REFERENCES:

Ms. Analy O Quiambao
Hilmarc’s Construction Corporation
AHR  OFFICER
(02) 654-4152
Ms. Jeselyn Ong

Cdr-King General Merchandise

Stock Analyst Head Supervisor

0922-8933465

Ms. Mylyn Ramirez

Don Bosco Technological Institute – Tondo, Manila

Adviser


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








________________________








     JENNIFER S. NILO

