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OBJECTIVES

To obtain a position in a well established company that will effectively utilize my communication skills, computer skills, and organizational abilities that will lead to a lasting relationship in a field of Secretarial or any other related position you might have.
WORK EXPERIENCE
                 WAFA ELECTROMECHANICAL CONST. CO LLC



 Receptionist/HR &Administrative Assistant

 December 2014 up to present
· To Control the front office services and all incoming and outgoing documents.

· Maintaining excellent rapport with management team.

· Greet visitors and direct to the appropriate individuals.

· Operate a MULTI-LINE telephone system, answering, screening, and forwarding call and taking messages, responding to questions from the public and providing information about the company

· Operate office equipment such as computers, fax and scanners, copiers.

· Control of all documents incoming and outgoing.

· Monitoring of office supplies.

· Booking of transportation.

· Arranging couriers.

· Keeping the reception tidy.

· Provides secretarial support by entering, formatting, and printing information; organizing work; answering the telephone; relaying messages; maintaining equipment and supplies.


Qualite Marketing


Human Resource Assistant

April 2011 to January 2012
· Substantiates applicants' skills by administering and scoring tests.

· Schedules examinations by coordinating appointments.

· Welcomes new employees to the organization by conducting orientation.

· Provides payroll information by collecting time and attendance records.

· Submits employee data reports by assembling, preparing, and analyzing data.

· Maintains employee information by entering and updating employment and status-change data.

· Provides secretarial support by entering, formatting, and printing information; organizing work; answering the telephone; relaying messages; maintaining equipment and supplies.

· Maintains employee confidence and protects operations by keeping human resource information confidential.

· Maintains quality service by following organization standards.

· Maintains technical knowledge by attending educational workshops; reviewing publications.

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

Comglasco

Hr Assistant
June 2012 October 2012

· Explain company personnel policies, benefits, and procedures to employees or job applicants.
· Process, verify, and maintain documentation relating to personnel activities such as staffing, recruitment, training, grievances, performance evaluations, and classifications.
· Record data for each employee, including such information as addresses, weekly earnings, absences, amount of sales or production, supervisory reports on performance, and dates of and reasons for terminations.
· Process and review employment applications in order to evaluate qualifications or eligibility of applicants.
· Answer questions regarding examinations, eligibility, salaries, benefits, and other pertinent information.
· Examine employee files to answer inquiries and provide information for personnel actions.
Shakespeare & Co.

Captain
November 2012 to November 2014
· Answering phone calls and emal by the management and all the Inquiries.
· Decision Maker.
· Write patrons' food orders on order slips, or enter orders into computers for transmittal to kitchen staff.  
· Serve food and/or beverages to patrons; prepare and serve specialty dishes at tables as required. 
· Check with customers to ensure that they are enjoying their meals and take action to correct any problems. 
· Collect payments from customers. 
· Stock service areas with supplies such as tableware, and linens. 
· Clerical works inside the restaurant
EDUCATION

TERTIARY



:

Laguna State Polytechnic University








San Pablo City Campus








(Formerly Laguna State Polytechnic








College) Brgy. Del Remedio San Pablo 








City Laguna








(Bachelor of Science in Psychology)








Academic Year 2007-2011


PRIMARY- SECONDARY

:

Sto. Rosario SapangPalay College








SapangPalayBulacan








1994-2007

TRAININGS


Clinical Practicum


:

Vicariate Health Clinic, KAISAKA 








Institution








Our Lady of Remedies Parish, Malate








Catholic Church 2000 M.H delPilar St.








Malate, Manila 1004


Educational Practicum

:

Academia de San Ignacio de Loyola








San Pablo City, Laguna


Industrial Practicum

:

Commision on Human Rights, Regional 








Office








San Pablo City, Laguna
PERSONAL DATA


Age

: 24 years old


Date of Birth
: December 10, 1990


Gender       
 : Female


                 Citizenship
: Filipino


Religion

: Catholic


Civil Status
: Single

SEMINARS ATTENDED
· “Now You See it, Now You Don’t

Understanding the Role of Subtle Expressions and Micro Expressions

In Clinical and Forensic Psychology” (Laguna College of Business and Arts)

· “Responsible Parenthood” (Laguna State Polytechnic University, San Pablo City Campus)

· “Resolving National Issues through Psychological Approach” (San Pablo Colleges)

· “Psychotherapy with Essentials of Assessment and Evaluation of Personality” (Cavite Center for Mental Health)

· “Motivation Key to a Successful Career” (Canossa College, San Pablo City Laguna
