[image: image1.jpg]



KAREN F. BUAN
“Kai”

24 Champaca Street Ireneville IV Biñan, Laguna

Kaibuan@gmail.com
63)9055504471
Skype ID: kai_buan
Job Objective


Recruitment 
Educational Background

Bachelor of Science in Psychology





Colegio de San Juan de Letran – Calamba





April 2002

Skills
End to end recruitment activities (local and SEA Region), background and technical knowledge interview (with extensive experience in staffing for Supply Chain and Finance), benefits administration (government and company – prerogative)
Work Experience

January 16, 2014 – February 27, 2015
COCA-COLA FEMSA PHILS., INC.
Net Lima Bldg. BGC, Taguig City
One of the top FMCG companies in the Philippines

Project Recruiter

Recruitment:
End to end (from sourcing to on-boarding) recruitment functions; staffing for corporate office and plant positions, with focus on key positions for Supply Chain (national and regional) and Corporate Finance and Treasury
May 31, 2012 – May 31, 2013

PHILEX MINING CORPORATION

27 Brixton Street Brgy. Kapitolyo Pasig City

Top mining company in the country

HR Coordinator - Operations

Benefits Administration:
End to end (from on boarding to separation) administration of company – prerogative benefits, processing of government benefits 
July 8, 2011 – March 30, 2012
DOLE ASIA COMPANY, LTD 
5th floor 6750 Office Tower Ayala Avenue, Makati City

ROHQ of Dole Foods for its Asia-Pacific operations

Recruitment Consultant
Recruitment:
End to end (from sourcing to on-boarding) for Southeast Asian regional offices. 

July 16, 2010 – May 6, 2011

SAFETY CENTER OF THE PHILIPPINES, INC. 

Brgy Sun Valley, Bicutan, Parañaque City

A trader for safety equipment

HR / Administrative Assistant

HR:
HR generalist
Administrative:
Oversee physical and manpower needs in the company’s day-today operations, deploy company drivers, utilities and service vehicles as needed, act as property custodian of office supplies, collate purchase requests from department representatives, forward requests for quotations, create canvass sheets for evaluation, create purchase orders, coordinate pending payables with Accounting Department, coordinate with suppliers, search for new suppliers accordingly, provide secretarial assistance to the president
August 22, 2007 – February 14, 2009

MAPUA INSTITUTE OF TECHNOLOGY 

Intramuros, Manila

A renowned academe that specializes in engineering courses, a member of the Yuchengco Group of Companies

HR Assistant for Recruitment

Recruitment:
End to end (from sourcing to on-boarding) recruitment activities for teaching and non-teaching posts for both Intramuros and Makati campuses. Briefly attended to staffing of Malayan High School of Science. conduct English proficiency exams (oral and written).

February 2, 2007 – July 6, 2007

METROBANK CARD CORPORATION
Makati City

A credit card company formed by the joint venture of Metrobank and ANZ.

Recruitment Associate
Recruitment:
Sourcing, test administration and initial interview for call center agent and credit assistant posts. 
May 17, 2006 – November 30, 2006

EXPERCS, INC.

Makati City

A manpower sourcing company / HR service provider that catered to clients like Globe Telecom, Goldilocks, Dole Philippines, Unilever and Fuji Xerox among others.

HRD Assistant

Recruitment:
Test administration and interview for in- house openings, company orientation and on boarding.
Benefits and Compensation:
Review and implementation of wage orders, process documents pertinent with government benefits, documentation and processing of employee separation
Employee Relations:
Implement necessary disciplinary actions to employees, attend to employee complaints and concerns, counseling

November 2, 2004 – May 2, 2006

DIAGEM PACKAGING SYSTEMS, INC.

Las Piñas City

A food packaging/ toll packaging company with population of less than a hundred.

HRD Assistant

Recruitment:
End to end (from sourcing to on-boarding) recruitment activities for production posts.
Benefits and Compensation:
Timekeeping, review and implementation of wage orders, process documents pertinent with government benefits, documentation and processing of employee separation
Employee Relations:
Implement necessary disciplinary actions to employees, attend to employee complaints and concerns, counseling

Employee Welfare:
Ensure compliance of working conditions per government mandate, guarantee safe and hygienic conditions of the plant

May 2, 2003 – October 15, 2004

INTERNATIONAL MANAGEMENT SERVICES

Makati City

A manpower staffing agency that catered to technical positions for Saudi Aramco projects

Recruitment Assistant

Recruitment:
End to end recruitment and placement activities for design engineering posts
Personal Information

Age

:

35 years old
Sex

:

Female
Birthdate

:

June 26, 1981
Civil status
:

Married
References available upon request.
