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CAREER OBJECTIVE

To contribute my skills and ability in any related position, or appropriate position related to my degree, in your respective company.
W O R K E X P E R I E N C E 

B-12 Construction and Trading Corporation

                        Pampanga, Philippines

May 2014- March 2015
HR Generalist (Staff Position)
· Responsible for processing the employees Compensation and Benefits
· Monitors employees Daily Time Record (Timekeeping)
· Sees to it that the company’s Rules and Regulations are strictly followed by all employees
· Promotes overall wellness for all employees
· Provides Trainings and Seminars for employees to improve their skills and competencies
· Responsible for the company’s General Affairs (i.e Events and Activities etc)
Filinvest Land Incorporated



                  Mandaluyong, Philippines
 
April 2013 – April 2014 
Sales Admin Assistant for Bulacan and Pampanga projects

· Primary responsible for Documentation and booking of  sales
· Processing of Sellers Allowances and Commissions
· Prepares sellers activities and budgets
· Assists whole Sales force on their requests
ON THE JOB TRAINING
Saver’s Appliance Depot (150 hrs)



           Pampanga, Philippines
 

November 2012 – December 2012
· Perform clerical works (filing and recording documents)
· Assisting in computing of employee’s salary/ Time keeping
· Test administration and scoring
Chevalier School (150 hrs)




          Pampanga, Philippines
 
July 2012- September 2012 
· Conduct interviews

· Filing of personal data sheets

Metropsych Facility Roads and Bridges to Recovery (150 hrs     Pampanga, Philippines April 2012- May 2012
· Assists and interaction with patients.
· Construct structured learning experiences/activities
EDUCATION

Holy Angel University





               
 
Bachelor of Science in Psychology – April 2009 to 2013                     
Angeles City, Pampanga, Philippines
Holy Angel University





               
 

HS Batch 2005 
 Angeles City, Pampanga, Philippines
AFFILIATION

Psychological Association of the Philippines Junior Affiliates (PAPJA)

TRAININGS/ SEMINARS ATTENDED
HR Processes 






          Pampanga, Philippines
May 17, 2014

ISO: System Documentation




          Pampanga, Philippines
And Record Management

May 19, 2014

ISO 9001:2008 Awareness Seminar



          Pampanga, Philippines
May 19, 2014

Productivity Improvement Training



          Pampanga, Philippines


(5’s of Good Housekeeping)

September 16, 2014

Understanding labor Relations 





Holy Angel University

February 15, 2013

Psychological Association of the Philippines Junior Affiliates
Collegio De San Juan            January 13-14, 2012







 De Letran 

 SKILLS/ QUALITIES
· Advance knowledge in using Microsoft tools such as Word, Excel and Powerpoint.
· Demonstrates ability to prioritize and balance compelling demands and meet deadlines in a fast-paced professional services environment.

· Excellent communication and interpersonal skills, and ability to communicate effectively at all levels in person, by phone and by email.

· Very strong organizational skills and excellent attention to details.
· Flexible and has initiative regarding assignments for self and team.
· Adaptive and knows how to deal with a diverse environment.
· Can work with minimal supervision.
· Has a good command of the English language.
· Ability to effectively  manage and prioritize multiple people and various tasks simultaneously 

PERSONAL DATA

Weight
: 60 kilos
Height

: 5’6 ft.

Nationality
: Filipino

Religion
: Roman Catholic

Date of Birth
: 30 November 1992
Civil Status
: Single
