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Jhoy

Email: jhoy.215029@2freemail.com 

Career Objectives:

To apply the knowledge that I have accumulated from the experience and training offered in our school. To achieved skills regarding new technologies applied in our industry and to acquire knowledge about the position to be applied for.

SKILLS AND ABILITIES

· Proficient in Microsoft Applications: Excel, Word & Powerpoint

· Has basic knowledge in SAP program

· Good in oral and written communication

· Computer Literate

PROFESSIONAL EXPERIENCE

      HR Assistant


Mitsubishi-Hitachi Power System (MHPS)


AG&P Economic Zone San Roque Bauan, Batangas


September 2015 – March 2016









Duties and Resposibilities: 
· Building productive, collaborative relationships with employees, and HR business partners.
· Assisting with employee relations.

· Reviewing resumes and applications sent in by job applicants.

· Maintaining employee files and the HR filing system.

· Advising employees and helping them make informed decisions about their careers.

· Conducting pre-employment background checks on prospective employees.

· Helping employees with benefit issues.

· Examining employee records to answer inquiries and provide information to authorized persons. 

· Scheduling interviews for job applicants.

· Preparing badges, passes, and identification cards for staff.

· Assembling new hire information packs.

· Reviewing staff monthly vacation reports.

· Responding to applicants regarding job openings.

· Planning and coordination HR presentations and training sessions.

· Writing up job descriptions.

· Using word processing software and printers to create a variety of documents and reports.

· Preparing job postings for vacancies.

· Welcoming new employees and arranging induction programs for them.

· Reviewing, auditing, and verifying monthly benefit invoices.

Dental Secretary

           Tumambing Dental Clinic 

San Jose St. Bauan Batangas

October 2014 - May 2015

Duties and Resposibilities:

· Prepares treatment room for patient by following prescribed procedures and protocols.
· Prepares patient for dental treatment by welcoming, comforting, seating, and draping patient.

· Provides information to patients and employees by answering questions and requests.

· Provides instrumentation by sterilizing and delivering instruments to treatment area; positioning instruments for dentist's access; suctioning; passing instruments.

· Provides materials by selecting, mixing, and placing materials on instruments and in the patient's mouth.

· Documents dental care services by charting in patient records.
· Maintains patient confidence and protects operations by keeping information confidential.

· Maintains safe and clean working environment by complying with procedures, rules, and regulations.

· Protects patients and employees by adhering to infection-control policies and protocols.

· Ensures operation of dental equipment by completing preventive maintenance requirements; following manufacturer's instructions; troubleshooting malfunctions; calling for repairs; maintaining equipment inventories; evaluating new equipment and techniques.

· Maintains dental supplies inventory by checking stock to determine inventory level; anticipating needed supplies; placing and expediting orders for supplies; verifying receipt of supplies.

· Conserves dental resources by using equipment and supplies as needed to accomplish job results.

· Maintains professional and technical knowledge by attending educational workshops; reviewing professional publications; establishing personal networks; participating in professional societies.

· Contributes to team effort by accomplishing related results as needed.

    
SM Mall


Pallocan East 


Batangas City


May 2014 – October 2014

PERSONAL INFORMATION

Date of Birth

:
March 19, 1995

Age


:
22

Gender


:
Female


Nationality

:
Filipino


Religion


: 
Roman Catholic

Weight


:
49 kg

Height


:
5’2

Civil Status

:
Single

Language Spoken
:
Tagalog/English

  
Visa Status

:
Tourist Visa


Expired Date

:
November 12,2017

EDUCATIONAL BACKGROUND

College

2012 – 2014 
AMA COMPUTER COLLEGE



Bolbok Road Batangas City

Secondary

2010 – 2011
Bauan High School



Bauan, Batangas

Elementary

2006 – 2007
San Andres Elementary School



San Andres Bauan, Batangas


I hereby certify that the above information are true and correct to the best of my knowledge and belief.


  
       

                                                                                                        Jhoy

  

                                                                                Signature Applicant 

