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To acquire a human resource management position where I can use my extensive experience in the field to handle HR functions and promote employee relations to increase the overall effectiveness of company’s workforce.
Personal Summary

A highly competent, motivated and enthusiastic administrative assistant/HR assistant with experience of working as part of a team in a busy office environment. Well organized and proactive in providing timely, efficient and accurate administrative support to office managers and work colleagues. Approachable, well presented and able to establish good working relationships with a range of different people. Possessing a proven ability to generate innovative ideas and solutions to problems.
Work Experience
Philippine Rice Research Institute

Brgy. Maligaya, Science City of Munoz 3119 

Nueva Ecija, Philippines
Administrative Officer I 




    April 1, 2014 – March 20, 2015
This position supported general customer service demands in the human resource management office while also assisting in the establishment of the training program for staff.
Achievements and Contributions
· Client engagement: Works with clients and provides general Human Resource support under direct supervision of HR head. Answers telephone and handle requests for information at an advanced level.
· Learning and Development: Assists supervisor in the establishment of the competency-based training plan from the training needs analysis up to the preparation of the training calendar.
· Identification Card Preparation: Prepares identification cards of all personnel. Encodes and maintains ID information in the database (Ateilla ID Program).
· Record and Database Management: Maintains updated records and databases of the following HR records:
· Maintain and update Human Resource Information System (web-based HRIS)

· Sort and file contract of service on their individual folder.
· Database on the details of services of each employee.
· Birthday list of employees per month.
· Consolidate and record individual Performance Management System
Philippine Rice Research Institute
Brgy. Maligaya, Science City of Munoz 3119 

Nueva Ecija, Philippines
Human Resource Management Assistant
        January 1, 2010 to March 31, 2014
Achievements and Contributions

· Client engagement: Works with clients and provides general Human Resource support under direct supervision of HR head. Answers telephone and handle requests for information at an advanced level.
· Service Contract Management: Checks and ensures that details of all contract of service forwarded to the HR Office are accurate. Maintains database of all issued contracts. Set up and maintains individual employee files and records.
· Identification Card Preparation: Prepares identification cards of all personnel. Encodes and maintains ID information in the database (Ateilla ID Program).
· Issuance of certificates and clearances: Attends to the request of staff regarding the issuance of certificate of employment.
· Performance Management System: Consolidates and maintains database of performance management system per division.

Philippine Rice Research Institute
Brgy. Maligaya, Science City of Munoz 3119 

Nueva Ecija, Philippines
Human Resource Clerk III


     May 18, 2009 to December 31, 2009
Achievements and Contributions

· Client engagement: Works with clients and provides general Human Resource support under direct supervision of HR head. Answers telephone and handle requests for information at an advanced level.

· Recruitment and Selection: Informs applicants of the schedule of their examination. Notifies successful applicants and provides letter of regret to those who didn’t pass the test.
· Service Contract Management: Checks and ensures that details of all contract of service forwarded to the HR Office are accurate. Maintains database of all issued contracts. Set up and maintains individual employee files and records. 

· Issuance of certificates and clearances: Attends to the request of staff regarding the issuance of certificate of employment.
· Performance Management System: Consolidates and maintains database of performance management system per division.
· Identification Card Preparation: Prepares identification cards of all personnel. Encodes and maintains ID information in the database (Ateilla ID Program).
Education

Business Administration - Management 2005-2009

Central Luzon State University
Science City of Munoz 3119, Nueva Ecija, Philippines
Key Skills and Competencies
· Able to work in a fast paced environment with extreme multi-tasking.
· Strong morals and ethics ensuring honesty, reliability and ability to responsibly undertake tasks.
· Dedication to effective prioritization and management of time by allocating tasks and recording activities in diaries and daily to-do lists.
· Handling confidential information in the correct manner.
· Attention to detail and always listening to the views and opinions of others.
Computer Skills

· Microsoft Office Suite (Word, Excel, PowerPoint) 
· Windows Environment (Windows OS XP, 7, 8)
· Basic Adobe Photoshop
Achievements

· Civil Service Commission – Career Service Passer (Professional)
· Outstanding Administrative Support Staffer 2009-2010

· Initiated and established the database of more than 600 service contractors on the details of their services, personal information, and other related data that effectively facilitates the issuance of certificates of employment and other official documents.

· Organized and maintained updates of staffing pattern of service contractors by division and by branch stations, from where up-to-date reports on personnel complement and other related submission and advisories are generated.

· Formulated strategies to make sure that all staff members and on-the-job trainees are appropriately identified to their own convenience.

Personal Profile

Date of Birth: 
June 20, 1988
Birthplace: 

Las Pinas, Metro Manila

Gender: 

Male

Status: 

Single

Nationality: 

Filipino

Language Spoken: 
English, Filipino
