Company Orientation Reviewer
Company History
· In the year 1995 na established si Kolin in the manufacturing, assembling and servicing home appliance. 

· 1996, nag start ng commercial operation at ang unang ni launched is ang ating “No Rust, No Drip” airconditioners kasabay nito ay ang ibang product lines such as Flat screen TV, Refrigerators, electric fans and other small appliances. 

· 1997, Kolin Plant was contructed located ito sa Dasmariñas Cavite. Sa Planta natin chinicheck lahat ng units natin at dun dito lahat naka store.

Service Centers 
· We have over 190 Authorized Service Centers Nationwide. 
· ASC 7 Main Branches located at Dagupan, Pampanga, Ilo-ilo, Bacolod, Cebu, Davao, and Cagayan De Oro. 
· Para complete list ng ating Authorized Service Centers you may visit our official website - https://www.kolinphil.com.ph/
Offices 
· Head Office – 1854 Santa Rita St. Guadalupe Nuevo Makati City
· Cavite Planta – Blk 3 Lt 5 Main Drive FCIE Compound, Brgy,Langkaan I Dasmariñas Cavite
HR Recruitment 
· Any question & concern regarding sa re-imbursement of uniform, Medical ID, and renewal letter. Lapit lang sa HR Recruitment.
· Referral Program – Kapag may gusto kayong i-refer na kakilala nyo PS or Office Staff. Lapit lang kayo sa HR Recruitment. Kapag yung ni-refer mo ay nakapasa sa recruitment process 500 pesos on your payroll account. Additional 500 kapag na-regular. Walang Limit yung pag refer basta nakakapasa sa recruitment process.
· Contact Details – 0917-6381-583 / 0917-8173-714
HR Admin
· Any question & concern regarding sa Contract, and PAF, Employment Status. Lapit lang kay HR Admin.
· 2 Types of Employment Status – Probationary and Regular
· Probationary Period – 5 Months, Kapag okay yung naging performance appraisal mo during probi period after 5 months possible for regularization.
HR Employee Relations 
· Any question & concern regarding sa Incident Report, Notice to Explain & Notice of Disciplinary Action. Lapit kay HR Employee Relations.
· Notice to Explain – within 5 Days after ka makareceive nito kailangan makapag submit kana ng explanation. Kapag hindi nakapagpasa, considered guilty. 
· Contact details – 0917-5968-209
HR Timekeeping 

· Any question & concern regarding sa Attendance, absences, leave, HRIS filing, salary concern, DTR, Request letter. Lapit lang sa HR Timekeeping.
· Contact details – 0917-8131-608 / (02) 851 2711 local 202
· Email - hr.timekeeping@kolinphil.com.ph / time_keeping@kolinphil.com.ph
HR Benefits 
· Any question & concern regarding sa Government mandated benefits, COE,  Product/Salary Loans, COOP and other benefits. Lapit lang sa HR Benefits.
· Contact details – 0917-8131-608 
Overtime
· Regular OT – Minimum 1 Hour. Kailangan i-file sas HRIS.
· Rest Day OT – Kung anong oras ka pumasok at kung anong oras ka nag out yun ang i-file sa HRIS. (Kapag pinag Resday OT ka lang ni AO/BM pwede pumasok.)

· Legal Holiday OT – Pumasok ka man o hindi, bayad ka. Double pay kung pumasok. Kailangang i-file sa HRIS kung pumasok. 

· Special Holiday OT – No Work, No Pay. 

· Note – Kapag hindi mo na-file sa HRIS, kahit pumasok kapa nung araw na yun hindi mababayaran. 
· DEADLINE ng pagpa-file sa HRIS ng Over Time – Yung OT mo from 1-15 cut off pwedeng i-file hanggang 20th of the Month. OT from 16-30th pwedeng i-file hanggang 5th of the next month. Kapag lumapas na sa deadline. Hindi napo mababayaran.
· HRIS link - https://hris.kolinphil.com.ph/
Leave 
· Vacation Leave – Divided semi-annually/Pro-rata. 
· NOTE: Para sa mga hindi pa regular employee kapag nag absent, kahit nagpaalam ka at pinayagan. Make sure na ma-file mo parin sa HRIS (leave w/o pay).
· DEADLINE ng pagpa-file sa HRIS ng Leave – Yung leave mo from 1-15 cut off pwedeng i-file hanggang 20th of the Month. Leave from 16-30th pwedeng i-file hanggang 5th of the next month.
·  Kapag lumapas na sa deadline at hindi mo na-file magiging Unauthorize absent yan kahit nagpaalam kapa sa immediate mo. Possible pang magkaroon ka ng NTE/NDA. So make sure na makakapag file sa HRIS. 
Submission of  Sales Report, DTR, and Daily Sales Report
DTR under Metro Manila dealers 
· Soft Copy of DTR -  Scan or Picturan and submit ON or BEFORE cutoff to:
Email - hr.timekeeping@kolinphil.com.ph
      Facebook - Kolin Timekeeping Cielo
· Hard Copy of DTR – every 8th of the month kasabay ng sales report.
DTR under Provincial dealers
· Soft Copy of DTR -  -  Scan or Picturan and submit ON or BEFORE cutoff to:
Email - time_keeping@kolinphil.com.ph
Facebook – Raiza Aliven
· Hard Copy of DTR – every 8th of the month kasabay ng sales report.
Customer Information Sheet and MSRI (Sales Report)
· Submission - every 8th of the Month.
· Metro Manila Dealers – ipadala sa Head Office bago mag 8th of the month. Make sure na hindi ma-late sa pag submit ng sales report kasi possible magkaroon ng violation or magkaproblem sa sahod.  

· Provincial Dealers – need i-submit sa Account Officer bago mag 8th of the month. Make sure na hindi ma-late sa pag submit ng sales report kasi possible magkaroon ng violation or magkaproblem sa sahod. 
· If ever na wala si AO pwede rin kay sir Ben Cabe 
· Facebook: Kolin Sales Ben/ 0917-634-2811
Note: Wag kalimutang isabay sa pag-submit ng Sales report ang Hard copy ng DTR. So ang ipapasa mo every 8th of the Month is CIS, MSRI, and DTR. 
Daily Sales Report 
· Metro Manila Dealers send thru Ms. Gracia Abenio 
· Contact Details: Text: 0917-634-1685 / Facebook: Kolin Sales Gracia 
· Email: gabenio@kolinphil.com.ph
· Provincial Dealers send thru Mr. Ben Cabe

· Contact Details: Text: 0917-634-2811 / Facebook: Kolin Sales Ben

Request Letter 
· Metro Manila Dealers – Timekeeping / 0917-8131-608
· Provincial Dealers – Account Officer
Incentive 

· Kapag umabot ka ng atleast 60% Sales Efficiency, magkakakuha kana
ng sales incentive. Divide mo lang yung actual sales mo sa target mo and then multiply to 100. 
· Yung sales incentive na makukuha mo is naka depende sa sales efficiency mo, kapag mas mataas ang sales efficiency mo tumataas din yung amount ng incentive per unit mo.
· 30 Days after submitting Sales Report, dun ire-release ang sales incentive.
· If ever na may concern or question regarding sa sales incentive 
Contact details: 0917-6213-391
Accountabilities
· ID, ATM, DTR, SALES REPORT, SALES KIT, AND EMPLOYEE HANDBOOK.

Reminders
· Leave - Kapag nag absent, kahit pinayagan ni AO/BM, make sure na makapag file sa HRIS (leave w/o pay) kung anong araw nag absent para hindi maging Unauthorized Absent at maiwasan magkaroon ng violation.
· Overtime – para maiwasan na masayang ang OT, make sure na mai-file mo sa HRIS bago mag deadline or i-file na same day after work.
· Any concerns & questions regarding sa Sales, stocks, quota etc. coordinate po kayo sa Account Officer ninyo. 

