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JOB OBJECTIVE 
To enhance my professional skills in a dynamic and stable workplace.

 Education

 

Bachelor of Science in Psychology
Bulacan State University






City of Malolos - 2012






Government Scholar






Working Student

 

Secondary Education


St. Marys Academy Hagonoy






Hagonoy Bulacan - 2008





Leadership Award
 

Primary Education


San Isidro Elementary School






Hagonoy Bulacan






Consistent Honor Student


 

PROFILE

 

Willing to learn and to be train

Obedient within rules and regulations

Can manage time accordingly and willing to extend working hours.

Resourceful and work well with others.
Can document and update records.
Possesses basic computer skills.

Can deal with different persons and adjust in any situation 

 

Work experience:

 

July 2013 - November 2014

San-yang Intertrade Corporation

Parada Valenzuela

HR - ADMIN ASSISTANT cum RECEPTIONIST

 

Recruitment (Start to end process of recruitment)

-sourcing applicants, administering exams, interviewing, discussing list of requirements, orientation, doing contracts and id’s, filing 201 files, processing mandatory benefits and accommodating employees other concerns.

-Coordinating Job fairs (Peso, Schools and Bulletins-tabloids).

-Monitoring office Supplies (Inventory, P.O and Releasing office Supplies).

-Responsible for registrations and insurance of delivery vehicles.

-Act as telephone operator.

-Assist client and visitor concerns

-Coordinating for product deliveries outlet.
June 2012 - July 2013

Mighty Corporation

Tikay Malolos Bulacan

RECRUITMENT ASSISTANT cum DOCUMENT CONTROLLER

Recruitment (Start to end process of recruitment)

-sourcing applicants, administering exams, interviewing, discussing list of requirements, orientation, doing contracts, processing atm for payroll and processing mandatory benefits.

-Encode new employees and on board requirements to the database.

-Filing 201 files and other documents.

- Do evaluation report for our probationary staff.

- Entertain other employees concerns

 

June 2011 -  Dec 2011

EVER BILENA

Puregold Malolos Bulacan

Sales Admin Assistant

(Working Student)

 

-Provides promotion of our cosmetic products, and pricing information. Selecting appropriate information and answering costumer questions.

-Assist costumer needs (Do some demo’s of  our cosmetic products.)

-Resolves order and inventory problems.

-Coordinates for products delivery.

-Do the monthly sales report.

