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DATE OF BIRTH

: 06 February 1993
NATIONALITY

: Filipino
HEIGHT/STATUS
: 5’3”/Single

VISA STATUS

: Tourist Visa

AVAILABILITY

: Immediate
RELOCATION

: Willing
PROFESSIONAL OBJECTIVES
To work in an industry where I can maximize my acquired skills and potentials within the Human Resources Department.
CAREER SUMMARY

· Fluent in oral and written English language 

· Interpersonally energetic and effective in dealing with people.

· Can perform tasks with minimal supervision and a fast learner.

· Assertive and creative

· Can administer and interpret several Psychological Tests.
· Able to work within a team
· Can work under pressure

· Experienced in a fast-paced industry

· Goal-oriented and keen to details

· Experienced in creating report summaries and process documents

· Customer Service

WORK EXPERIENCE

August 2013 – April 2015








Talent Acquisition/Internet Researcher
Makati, Philippines
Essential Job Functions/Responsibilities:
· Implements tactical sourcing strategies for job requisitions given by hiring managers, recruiters, using job boards and other web-based sourcing technologies
· Screens and qualify prospective candidates
· Is in charge of managing candidate databases for specific clients, as well as regularly reporting these data   
· Experienced in sourcing for Healthcare Accounts
· Experienced in database management by processing timesheets of the end-client's employed nurses for payroll
· Competent in managing several processes for organizing the payroll tasks and sourcing leads
February 2013 (2 weeks)

May 2012 (3 weeks)

December 2012 (1 week)
AEGIS PEOPLESUPPORT (Now Teleperformance)


Executive Representative
Pasig, Philippines
Essential Job Functions/Responsibilities:

· Project-based account for ProFlowers

· Provided customer service in answering queries through email messaging. 

· Rendered back office services such as: refund, replacement, and tracking orders.
EDUCATIONAL BACKGROUND

· Tertiary Education

BACHELOR OF SCIENCE IN PSYCHOLOGY


June 2009 – April 2013
Far Eastern University, Manila, Philippines
· Secondary Education

STA. ELENA HIGH SCHOOL




June 2005 – March 2009

Malanday, Marikina City
ACADEMIC ACHIEVEMENTS

· Graduated Cum Laude at Far Eastern University
· Academic and Organizational Scholar
TRAININGS ATTENDED
Cognitive-Behavioral Therapy
Lyceum of the Philippines University

January 4, 2011
An I/Opening Event” – A Seminar on Philippine Labor Code
Far Eastern University 

March 9, 2012
Strengthening the 21st Century Psychologists
Far Eastern University

February 1, 2013
SKILLS

· Talent web-based sourcing
· Resume screening

· Job Order Analysis
· Database Management

· Payroll
· Timekeeping
· Microsoft Office Applications (Word, Excel, Powerpoint, Outlook)
· Ten-key by touch

· Job board utilization

· Boolean Search

· Client communication
· Public communication
· 45-50 wpm
CHARACTER REFERENCES
Available upon request.
