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OBJECTIVE

To obtain a position where I can make use of my experiences in an office environment, my aptitude to adapt and learn rapidly, and my capability to work well with others.
SUMMARY OF QUALIFICATIONS

· Speaks English well

· Computer literate

· Detail oriented with a desire to achieve objectives

· Utilized Microsoft applications

· Reliable and responsible

· Work well independently and on team

· Team based interaction style and good interpersonal skills

EDUCATIONAL BACKGROUND
Tertiary: 
Bachelor of Science in Business Administration Major in Human

Resource Development Management: Philippine School of Business   Administration-Quezon City, Aurora Blvd., Quezon City (2013)
Secondary:    Adamson University, BED, San Marcelino,Ermita, Manila  (2009)

Elementary:  The Metamorphosis Child Development and Care Center,    

Pinamalayan Oriental Mindoro (2005)
PERSONAL DATA

Date of Birth          
:                     May 14, 1992
Place of Birth         
:                     Quezon City, Philippines
Civil Status             
:                     Single

Gender                    
:                     Female

Age                  
:                     22 y.o.
Nationality              
:                     Filipino

Religion                  
:                     Roman Catholic
TRAINING
SUMMIT SUPERBIKES CORPORATION - Head Office
Acquired practical skills in Timekeeping, Filling, Assisting Applicants, Data Encoding
WORK EXPERIENCE
Research Analyst/ Industry Specialist for Healthcare and Medical Device

Slate Research Center

October 2014 to December 2014

(Company Closed)

· Do name collects/sourcing for Japan based companies

· Support Consultant with recruitment for Tokyo job vacancies
· Do appointment setting
Talent Acquisition Specialist

AIO Management Services Solutions Inc.
May 2014 to October 2014
(Company Closed)

· In-charge of over-all talent acquisition aspects such as sourcing, pooling, scheduling of applicants, assessment interviews, test administration and evaluation, endorsement of shortlisted candidates to clients for feedback and concern

· Responsible for background checking of applicants if necessary

· Attend events related to talent acquisition such as job fair, campus fair and other related events: does event management related to talent acquisition for development of network and manpower pipeline.

· Improved and developed recruitment process, forms, exams and other things needed for the talent acquisition.

· Keep track of talent acquisition reports, documentations, and procedures; timely submission.

· Contribute to the development of the talent acquisition process and implementation of recruitment innovations.
· Marketing and Business Development
HR Assistant/Generalist (OD, Recruitment, Training and Operations) – Head Office
AMA Group of Companies
May 2013 to May 2014

· Sourcing

· Conducts initial interview for academic and non-academic applicants

· Test administration and recruitment

· Process appointment of Dean and Program heads of  branches

· Process papers of newly hired employees

· Conducts job evaluation

· Prepares job descriptions

· Facilitate teambuilding

· Benchmark

· Job posting (jobstreet & jobsDB)

· Join job Fairs

· Do background investigation

· Prepares newly hired employees ID

· Do job offers

· Prepares monthly recruitment reports

· Prepares contract for newly hired employees

· Process Manpower Request Form (Academics and Non-Academics)

· Process regularization of employees

· Process clearance of employees

· Answer concerns and queries of employees in branches and head office
· Do end to end recruitment process
HR Assistant 

Summit Superbikes Corporation (Multimodal Unlimited Skills Corporation)
January 2013 to May 2013
· Timekeeping

· Process Enrolment of New Employees  – SSS,PHILHEALTH, PAG-IBIG, UCPB INSURANCE, GROUP LIFE INSURANCE

· Assist employees in processing loans

· Process company ID

· Prepare memos of tardiness

· Release and process company uniform request

· Process MC Loan Applications



