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	Objective

	
	To gain a career that will allow me to integrate academic theories acquired in the university, work exposure, skills and knowledge as well as to gain awareness for my personal improvement and the growth of the company.  



	JOB Experience

	
	March 21, 2013- October 26, 2015           Transwealth Fleet Management Corporation

HR Assistant 



              (Solaire Resort and Casino)




                 10th Floor DMG Center Mandaluyong City

A. Timekeeper & Records Management

· Input station schedule in the payroll system.

· Responsible for the timekeeping of all employees.

· Responsible for updating of salary, employment status of the employees at the payroll Master file.

· Sorting of timesheet after payroll.

· Responsible for timekeeping of timesheets of resigned employees and salaries due for adjustment.

· Prepares contract and newly hired and promoted employees.

· Responsible for monthly tardiness report.

· Responsible for the release of last pay and certificate of employment of separated employee.

B.  Recruitment & Record Management

· Receives, entertains visitors and applicants.

· Answering telephone calls and inquiries.

· Handles filing documents at 201 file.

· Responsible for the encoding of manual daily time records.

· Prepares 201 file of newly hired employees.

· Checking and receiving requirements from newly hired employees.

· Process separated employee clearances.

· Prepares ID of newly hired employees.

· Process ATM applications of newly hired employees.
· Prepares report of newly hired and separated employees.

· Prepares requirements needed for the orientation of newly hired employees.

C. Employee Benefits & Services

· Carries out the development of company benefits such as SSS, Pag-ibig, Philhealth and other fund transactions, if there is any.

· Prepares certification of SSS, Philhealth and Pag-ibig contribution.

· Preparation of AWOL memo.

· Responsible for the submission of reports necessary during payroll period such as AWOL and resigned employee.

· Performs other task that may be assigned from time to time by the immediate superior.
August 1, 2012 – November 30, 2012                   Centro Escolar University

Office Clerk                                                          9 Mendiola St., San Miguel, Manila                                                        (Alumni Relations Department)


· Attends to the daily request of students, faculty members/ employees, parents/guardians, coordinators, deans and heads.

· Answers telephone calls and receive messages.

· Receives notice from the schools/colleges, departments, and offices and gives to the department head and sees to it that the notices should be given to the persons concerned.

· Prepares and encode letters and office reports.

· Records and submits to the Human Resource Department absence reports, scheduled leaves, and approved absences and outside activities form, daily time record.

· Perform other functions as required by the Head.

November 2, 2011 – April 18, 2012                    Banco De Oro Unibank, Inc.
Office Clerk                                                      17F Dela Costa St. Makati Ave.,Makati City

(Investment and Trust Department)        

· Answering telephone calls from the branch.

· Filing and sorting of documents.

· Checking the contents of all the received documents from clients if it’s all correct.

· Verifying and informing the concerned branch regarding missing and required documents.

· Arranging and organizing all documents received.
· Sending back the transmittal and receiving copies being forwarded by the branch and making sure that it is being inserted to its envelope with corresponding branch code.



	training 

	
	January 4, 2011 – March 14, 2011   Philippine Long Distance Telephone Company On The Job Training
                                              Tondo, Manila
· Answering telephone calls and inquiries of the customers.

· Filing and sorting other documents.

· Encoding data of repairs at the system.

· Assigned in handling / monitoring customer’s transactions. 

· Call customer for billing reminder and do telemarketing.



	Education

	
	Tertiary:
                     Eulogio ”Amang” Rodriguez Institute of Science and Technology

(2007-2011)


Bachelor of Science in Computer Science





Nagtahan, Sampaloc, Manila

Secondary:


Stella Maris School

(2003-2007)


Occidental, Mindoro

Primary:


Tagbac Elementary School

(1997-2003)                 
              Occidental, Mindoro
                   

	personal information

	
	25 years old, Born on November 19, 1990, 5’2 in height, 110 lbs., Single, Proactive, result driven and customer focused. Good communication skills and team player. Proficient in computer operation.


**** Character references available upon request. ****

