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OBJECTIVES
· To be able to work for a company that would help me develop my knowledge and skills and to help contribute to their potential growth.
· To gain an experience on how human resource is practiced in the corporate world.
EDUCATION
Bachelor of Science in Business Administration Major in Human Resource Development Management, Polytechnic University of the Philippines, Sta. Mesa Manila, Philippines, May 2014
High School Diploma, St. Matthew College, San Mateo Rizal, Philippines, March 2010
HIGHLIGHTS OF QUALIFICATION
· Strong interpersonal and teamwork skills, with the ability to work with colleagues at all levels.
· Good attention to details and ability to work accurately under fixed reporting dates.
· Excellent analytical and problem solving skills.
· Proficient in Microsoft Office – Excel, PowerPoint, Word
· Great ability to reconcile accounts, records, reports and journals.
· Good record keeping, writing and communication skills.
PROFESSIONAL EXPERIENCE
CONVERGYS PHILIPPINES, June 11, 2014 – March 13, 2015

Libis, Quezon City, Philipines

Customer Service Associate
· Prepares for customer inquiries by studying products, services, and customer service processes.

· Responds to customer inquiries by understanding inquiry; reviewing previous inquiries and responses; gathering and researching information; assembling and forwarding information; verifying customer's understanding of information and answer.

· Records customer inquiries by documenting inquiry and response in customers' accounts.

· Improves quality service by recommending improved processes; identifying new product and service applications.

· Updates job knowledge by participating in educational opportunities.

· Accomplishes customer service and organization mission by completing related results as needed.
MANILA DOCTORS HOSPITAL, November 2013- January 2014

U.N Avenue, Manila, Philippines

Intern

· Took part in the Job Analysis and Evaluation of the employees
· Facilitates the examination for the applicants
· Conducts the initial interview for the applicants
· Organizes the 201 files
· Clerical works
A-2-Z INTERNATIONAL DISTRIBUTION, INC.
September 2012 – October 2013

Potrero, Malabon City, Philippines
Office Staff/Payroll Clerk
· Compile maintain records of quantity, type, and also value of materials, equipments, merchandise, or supplies stocked in establishment.

· Reconcile bank and other financial records.

· Compile data and organize for audit reports and statements.

· Counts material, equipment, merchandise, or supplies in stock posts totals to inventory records, manually or using computer.

· Compares inventories to office records or computes figures from records, like sales orders, production records, or purchase invoices to obtain current inventories

· Collect, compile and enter payroll data using appropriate software.

· Review and verify source documents.

· Calculate and post payroll deductions.

· Process payroll by established deadlines

· Issue statements of earnings and deductions.

· Reconcile employee deductions.

· Investigate and correct payroll discrepancies and errors.

· Update payroll records by recording changes including insurance coverage, loan payments, salary increases.

POLYTECHNIC UNIVERSITY OF THE PHILIPPINES, June 2011 – October 2013
Sta. Mesa Manila, Philippines

Student Assistant

· Take the lead role in entertaining the queries and concerns of the students and professors

· Entertain phone calls in the office

· Updating the subject offering every semester for the PUP Open University

· Manages and administers the files of every student

· Clerical works
AFFILIATION
Human Resource Student Society – Member

Human Resource Students Convention 2014 – Organizer
TRAININGS AND SEMINARS ATTENDED
HR Students Convention 2014: Crossing Borders:  HR Beyond Limitations
PUP NALLRC, BulwagangBalagtas, Sta. Mesa, Manila

March 3,4,5, 2014
HR Convention 2013: Managing A Diverse Workforce During Times of Complexity and Change
PUP NALLRC, BulwagangBalagtas, Sta. Mesa, Manila

March 5, 2013

Tertulia (Staff Development Program):Empowering Staff Efficiency and Effectiveness

PUP OU Session Room 11, Sta. Mesa, Manila

February 7, 2013

International Youth Assembly 2013 “Anchoring the Power of Youth through Universal Life Principles”

San Andres Complex, Bonifacio Shrine 

January 11-12, 2013

HR Convention 2012: Understanding the Global Challenges & Roles of future Young HR Executives
PUP NALLRC, BulwagangBalagtas, Sta. Mesa, Manila

March 5, 2012

HR Convention 2011: Defining Real Empowerment: Valuing the Significance of Human Capital
PUP NALLRC ,BulwagangBalagtas, Sta. Mesa, Manila

March 3, 2011

PERSONAL INFORMATION
Date of Birth

: February 19, 1994

Age


: 21 years old

Birthplace

: Quezon City

Civil Status

: Single

Nationality

: Filipino

Religion

: Roman Catholic

