JAY MICHELLE A. ESPINOSA
P.O. Box 26518
PROFILE

Jay is a young and dynamic professional with nearly 8 years experience in doing HR, purchasing, sales, marketing and financial clerical tasks.  She is adept at outbound and inbound telemarketing and customer service.  

Optimum Source initially hired Jay in September 2004 as a Recruitment Assistant handling technical and managerial requirements in the US and in Asia. She was recently promoted as an Assistant Recruitment Supervisor in January 4, 2007 and is now handling 2 Recruitment Assistants.

During her stint in this company, Jay was able to place SAP Professionals in Singapore projects and on a full time employment with IBM in the US.

She also successfully handled the recruitment of a BPO account for a Fortune 500 New York based financial research company on putting up a branch here in the Philippines.

She has a very teachable spirit and is willing to undergo training and mentorship to further improve her craft.  

She aims to land in a challenging position in a reputable company that will tap and further her skills in finance, human resources, sales management, marketing, document management and/or telemarketing.

	PERSONAL INFORMATION

	Gender
	Female

	Nationality
	Filipino

	Country of Residence
	Philippines

	Visa Status
	Residence Visa

	Date of Birth
	October 31, 1979

	Age
	28

	Marital Status
	Single


WORK EXPERIENCE

Mace International Limited

September 08, 2008

Project Secretary

Optimum Source, Inc.  

September 5, 2004 – July 10, 2008
January 2007 – July 10, 2008 (Present)

Assistant Recruitment Supervisor

(Additional Responsibilities)

· Handles 2 Recruitment Assistants

September 5, 2004 – January 04, 2007

Recruitment Assistant 

· Recruits for candidates for job openings of clients in the United States and Asia.

· Responsible for sourcing, qualifying and conducting phone interviews with potential candidates.

· Prepares resumes of qualified candidates for send out to the client highlighting the candidates’ skills versus the specifications of the job opening.

· Specifically adept at recruiting marketing, finance and IT professionals in all levels including managerial and C-level positions. 

· Experienced in dealing with Americans and other nationalities.

· Reports to the Business Development Manager and Operations Director – implements special projects for management when necessary; also acted like an Executive Assistant.

HIGHLIGHTS 

· Was able to place a SAP Professional for a full time employment with IBM in the US

· Was able to place a SAP Professionals for Singapore projects.

· Was able to place local candidates for a US based Fortune 500 Financial company under BPO arrangements.

INFORMATICS

February 23, 2004 – August 31, 2004 


Franchise Officer 

Multinational Information and Communications Technology School

(Makati City) 

· Handled Ilocos Region and some parts of Metro Manila 

· Prospects for potential business partners of the company

· Sets meetings and presentations

· Presents the franchise program of the institution

· Negotiates and closes the deal

HIGHLIGHT

· Was instrumental in closing the deal for the first Informatics Franchise in Ilocos Norte.

MOBILESOFT INC. (IT Company)

January 28, 2003 – February 20, 2004

Administrative/Marketing 

· Responsible for Daily Timekeeping Recording and submission of payroll report to the accountant for processing

· Handles financial matters (invoicing, collection, passbook) and important documents of the company

· Sets meetings for the CEO and drafts letters and other memoranda for him

· Handles telephone calls, client inquiries and outbound telemarketing

· Takes care of Document and Inventory Management

Philippine Deposit Insurance Corporation (Government Company)

August 01, 2000 – January 10, 2003 


Administrative Assistant

(Makati City)

INTERNAL SERVICES MANAGEMENT CENTER – PURCHASING

· Maintains a systematic file of all incoming and outgoing official documents 

· Drafts memoranda and letters of communication

· Monitors all departments requests and their fulfillment  

· Handles inventory management (date, price, quantity, supplier) 

· Assigns numbers to Requisition Issue Vouchers, prepares Purchase Orders, Inspection and Receiving Reports, Disbursement Vouchers and other official reports

· Prepares the monthly Rice Release Ticket for the employees 

· Acts as telephone operator when the need arises

Philippine National Bank

September 1999 – February 2000


On Job Training

Baguio City

REMITTANCE DEPARTMENT

· Prepares CGFNS Checks, Prints/Collates/Releases remittances from the head office

· Performs typing jobs and other clerical tasks

EDUCATIONAL BACKGROUND

1996-2000

Bachelor of Science in Commerce Major in Banking and Finance

Saint Louis University

Baguio City

SKILLS

· Computer Literate (Microsoft Office; Access; VB)

· Fluent in oral and written English and Filipino

· Touch Typist

· Document Management

· Inventory Management

