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HELEN CUA-CRUZ






1810 C, Natividad Street, Sta. Cruz, Manila-1003, Philippines
HP # 0906-2582735; Tel No.: 02 4936858

Email address: hcc_514@yahoo.com.ph/helencuacruz@hotmail.com 

· Offer an expected degree of Bachelor Science in Commerce, Business Management, academic achievements, and extensive experience in the field of Human Resources                  

· Analytical, detail oriented with strong Human Relation skills; work diligently on long, tedious assignments.

· Maintain excellent interpersonal communication, time management, and problem resolution skills.

· Possesses good administrative, public relations and maintenance to enhance overall operations.

· Capable to overseeing and managing complete department daily operations and to act as the point person and key contact for the Management to Employee Customers, and Senior Management.

Languages Spoken: English, Mandarin, Fookien, and Tagalog (both oral and written)
Software: Microsoft Office Application: Windows 1997-2009, Microsoft Word, Excel, Publisher, and Power Point

Both in English and Chinese
POSITION DESCRIPTION:


Possesses good administrative, public relations and maintenance to enhance overall operations.  Have the leadership and interpersonal skills to communicate effectively with management and staff, the Member of the Boards, various clubs and committees, members and regulatory and safety organizations. 
  

OBJECTIVE:

To be a direct representative capable of making sound decisions on behalf of the Human Resources Department.  To be responsible to oversee and manage complete department daily operations and to act as the point person and key contact for the company to employees customers, and senior management.  

EDUCATION:

1973 – 1978



UNIVERSITY OF NEGROS OCCIDENTAL RECOLETOS

Bachelor of Science in Commerce – Management, March 1978 

1969 – 1973 



BACOLOD TAY TUNG HIGH SCHOOL

Completed Secondary Education, March 1973 

WORK EXPERIENCES:

Director of Human Resources and General Affairs




 August 2009 – 16 June 2010
(Jimei International Hotel Management Company)

General Manager’s Office Manager





01 June 2008 – 31 July 2009
Fontana Resort and Country Club

Human Resources Manager



 


16 August 2007 – 31 May 2008
Fontana Resort and Country Club
Assistant Human Resources Manager





28 April 2004 – 01 August 2007
Legend International Resorts Ltd.
School Head








16 June 2002 – 31 Mar 2004
Hill Shine Learning School

Branch Operations Manager






11 Sept 2000 – 15 Oct 2001

Keihin Everett Forwarding Co., Inc.

Human Resources Executive






 16 June 1997 – 19 Sept 2000

Legend International Resorts Limited

Foreign Language Arts Teacher






16 June 1986 – 16 May 1997
Bacolod Tay Tung High School

Foreign Language Arts Teacher





 
16 June 1976 – 16 May 1979
Northern Negros Private School

TRAINING AND SEMINARS:

Labor Relations, Human Relations and Productivity Seminar


February 19, 2008
Fontana Convention Center

Department of Trade and Industry on the Productivity 



October 25, 2006
Improvement Seminar





Legenda Suites, Subic Bay Freeport Zone


The Employee and Industrial Relations





April 20, 2006
SBMA Training Center, Subic Bay Freeport Zone

Focus on Group Discussion on the 





January 9, 2006
New Labor Standards Enforcement Framework

Golden Dragon, Subic Bay Freeport Zone

Livelihood Program







Nov. 15, 2005

Legenda Suites, Subic Bay Freeport Zone
S-Leadership: The Potter’s Way Seminar





Oct. 10 & 11, 2005
Evangelion Foundation, Inc. Bldg. Mla.

Seminar on New Department Of Labor & Employment Issuances


July 27, 2005


DJ Paradise Resort, Dakila, Malolos, Bulacan

First Regional Convention on Labor Management Committee


Oct. 25, 2005
DJ Paradise Resort, Malolos, Bulacan
Team Building Seminar (Building the Winning Team)



February 05, 2005

Extreme Adventure, Upper Mau, SBMA

Industry Congress







Oct. 12, 2004

Tesda Zambales Office, SBMA
Service with the Heart Seminar






Aug. 31, 2004

Legend International Resorts Limited, SBMA
Lay Awareness Program on Dangerous Drug Act No. 9165



Aug. 23, 2004
Subic Bay Arts Center, SBMA
Empowering Decisions to Change





August 16 – 17, 2004
LIRL HRD Building, SBMA
Telephone Excellence Training






May 31, 2004

Legend International Resorts Limited, SBMA
Publication Design







June 29 – 30, 2000

Peninsula Manila Hotel

Supervisory Development Seminar
            




February 8 – 9, 2000

LIRL HRD Bldg. SBMA

Managerial Skills Enhancement Program





Sept. 14 – 17, 1998
LIRL HRD Bldg.SBMA

Corporate Trainer’s Training






June 17 – 20, 1997

LIRL HRD Bldg. SBMA

Values Development Seminar Workshop 3




November 3 – 5, 1993

(Relationship Enhancement Skills)
Bacolod Tay Tung High School

Values Development Seminar Workshop 2




December 10–12, 1992

(Effective Coping Skills)
Bacolod Tay Tung High School

Overseas Chinese School Teacher Training Program (Taiwan)
 

April 8 – 28, 1992
Values Development Orientation Workshop 1




Nov 29, 30 & Dec 01, 1990
Bacolod Tay Tung High School

QUALIFICATIONS AND PROFESSIONAL EXPERIENCES:

· Bachelor's degree obtained from a reputable institution with above-average scholastic records;
· Have attended continuing training and organizational development workshops, seminars, symposia, etc.

· More than nine years experience in a managerial and Executive position in the field of Human Resources;
· With exposure on organization development from a labor-sensitive company;
· Can effectively deal with employees from all levels of the organization;
· Patient, fair, objective; analytical;
· With excellent interpersonal relationship and;
· Professional in demeanor

SKILLS AND KNOWLEDGE:

· Knowledge of revenue management and marketing strategies;
· Knowledge of governmental regulations and safety standards;
· Financial management skill; develop operating budgets, forecasting and capital expenditure planning;
· Ability to exercise flexibility rather than the rigid adherence to procedures in order to accomplish goals;  
· Effective decision-making skills, can choose a course of action amongst options involving uncertainty or risk;
· Strong problem-solving skills; encourages new innovative solutions when appropriate;
· Strong communication skills both English and Chinese (verbal, listening, writing);
· Strong customer and associate relations skills;
· Strong leadership, team building skills and strong strategic planning;
· Microsoft application, including Excel, Microsoft Word, Power Point, Internet and Email;
· Have a high tolerance for ambiguity and change; and
· Possess unquestionable ethical standards.
COURSEWORK INCLUDES Recruitment & Training, Employee Benefits & Services, Industrial Relations, Labor Management Program, Newsletter Publication, Expatriate Visa/Work Permit monitoring and processing, CBA issues, and hotel/casino pre-opening HR set up. 
CITATION/COMMENDATION: - Certificate of Special Achievement for having been chosen as Employee of the Month   

   for January 2000.
                                                   - Certificate of Special Achievement for outstanding attendance, dedication, and Devotion 

   to duty for the period of December 01 1998 – November 30, 1999.

                      - Certificate of Special Achievement for outstanding, loyalty services rendered as 
          Foreign Language Arts Faculty.
Availability: Immediately (with ready Passport)
Currently a “free lancer” as HR Consultant/Adviser.
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