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	OBJECTIVE
To work in a respectable institution that is capable of developing my knowledge, skills, and potentials as a professional. 

To gain an experience in a progressive and creative environment with increase responsibilities.

CAPABILITIES AND DUTIES
Proficiency in MS Office packages (Word, Excel, Access, PowerPoint) and Internet Explorer

Highly organized and have ability to keep clear and accurate records and reports. 

Can work under pressure and with 
minimum supervision.  

Great customer service with effective communication skills both verbally and written.
EDUCATIONAL BACKGROUND

Tertiary
Bachelor of Science in Psychology
Philippine Normal University.
Manila, Philippines

June 2014
Diploma in Teaching

Philippine Normal University

Manila Philippines

June 2014

ACHIEVEMENTS

· Top 14 Psychology student     
 (2012-2014)
· Dean’s Lister 

PROFESSIONAL ELIGIBILITY

Passed the Philippine Licensure
 Examination for Teachers 

(Professional Regulation  

Commission -2014)

PERSONAL BACKGROUND

Age                   : 20 years old
Birthday          : February 2, 1995 
Civil Status      : Single
Religion           : Catholic


	
	WORK EXPERIENCE:
Position
: Human Resource Assistant 

Company
: Vista Land, Philippines 
Address
: Manila, Philippines
Period

: June 2014 – December 2014 
Role
· Source possible candidates needed in filling the company’s vacant positions.
· Assist employees with basic HR related inquiries, ensure timely follow-up & escalate matters when necessary.
· Assists in Planning,  Recruitment & Selection to the aspiring applicants. Assists in hiring cycle from resource database screening, evaluation, scheduling interviews/meetings and prepare employment contracts for successful candidates
· Provide brief company background information to the candidates once they completed the pre-employment requirements.
· Responsible for filing records and pertinent documents in the employee file and ensure its availability at all time.
· Liaise with employees of all levels to ensure that the selected and recommended training meets their requirements.
· Responsible for filing records and pertinent documents in the employee file and ensure its availability at all times.
· Performs other administrative works with the approval of HR Manager.
Position
: Guidance and Counseling Office Intern

Company
: Colegio San Agustin

Address
: Makati, Philippines

Period

: August 2013 – October 2013  

Role

· Gather personal information about the students and assure all information should be kept confidential.
· Administer and interpret different psychological tests.

· Perform student counseling sessions.

· Prepare and execute modules for group dynamic activities.

· Assist career orientation for parents.

· Conduct researches for the betterment of guidance and counseling services.

· Assess the effectiveness of implemented guidance and counseling services.

Position
: Student Teacher (Internship) 
Company
: Lakan Dula High School
Address
: Manila, Philippines
Period

: July 2013 – August 2013  

Role

· Educate students through the use of various teaching techniques.
· Inculcate positive values in every lesson taught. 
· Evaluate student bases on their academic performance and behavior.
· Possess an open communication and smooth interpersonal relationship among students, other school personnel and parents.
SEMINARS ATTENDED:                    

January 29, 2014                           “Teaching Approach for Mentally Gifted,Talented and High Ability Learners”

February 21-22, 2014
“Psynergy 8: Hanggang Saan ang Walang Hanggan?” (“How Boundless is Infinity?”)

February 27, 2014 


“4th Interscholastic Psychology Congress: The Psychology Behind Body Language”
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