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OBJECTIVE

   To find and be exposed into challenging position in the field of industry and other related line of work, which will further enhance my abilities and skills.

EDUCATIONAL ATTAINMENT

2007 – 2011
   Trinity University of Asia Quezon City

                                    Bachelor of Science Major in Psychology

             2002--2006           Our Lady of Perpetual Succor College

                                             Roosevelt College Cainta

SKILLS                      

· Capable in Leading Individuals with different Personality

· Good in written and Oral Communication skills

· Capable in doing some basic psychological test

SEMINARS:

· Feb 9, 2010 - The Power of Healthy Thinking 

· Feb 12, 2010 – Attitude 101: Developing Positive Attitude in Workplace

· Feb 13, 2010 – FUNNY MONEY: Unleash your highest potential in SAVING and EARNING money

· Feb 16, 2010 – The Road to Leadership

· Feb 20, 2010 – A Real Life guide to a Better You: Discovering yourself beyond your limit Organizational Effectiveness 

· Feb 27-28 2009 – 12th Skill Enhancement for Future Counselor (Prangetto Hills, Tanay Rizal)

· Feb 26-27 2010 – 13th Skill Enhancement Training on human relation

(Boso-Boso highlands)

              Mar 2, 2010 – Brain @ Work: your guide to Effective Management

· Mar 5, 2010 – Path to Zen: A fresh way to reduce stress

· Mar 6, 2010 – LGBT: Pride & Prejudice

WORK EXPERIENCE:

HR Assistant Generalist 

Rusty Lopez Group of Companies, E Rodriguez Ave. Marikina City

March 10, 2014 up to June 15, 2014

·  Assists with recruitment and interview process.
· Schedules meetings and interviews as requested by HR Manager.
· Makes photocopies, faxes documents and performs other clerical functions.
· Files papers and documents into appropriate employee files.
· Prepares new employee files.

· • Processes mail.

· Timekeeping/ DTR

· Employee benefits

· Field work, RL Store visits (NCR)

· Attends labor (DOLE)

HR Assistant Officer for Background Investigation/Recruitment

April 30, 2012 up to November 30, 2013


G4S Philippines, Shaw ext. Pasig City

· Assist applicants foe exams and initial interviews

· Sorting of qualified applicants

· Performs clerical works 

· Initial background investigations for newly hired employees

· Recruitment fieldwork (apri makban, tiwi albay, US Embassy,)

· Arranging  201 files 

ON THE JOB TRAINING:

Industrial setting: Asialink Finance Corporation

Recruitment staff

· Assisting of applicants

· Initial interviews/exams

· Sorting of applicants through internets

· Clerical works

Clinical setting: Estrella's nexcare

· Handled patient

· Giving different basic psychological exams

· Interpreting basic psychological exam

Educational setting: Miriam College

Guidance staff

· Giving basic psychological exams to students

· Interpret and administer basic psychological exam

· Clerical works

