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EMPLOYMENT HISTORY
SEAOIL Philippines Inc. (January-May 2015)
HR Assistant (Compensation and Benefits)
Summary
Responsible for accomplishing, processing and documenting all necessary information regarding employee’s benefits offered by the company.
Primary Responsibilities:
· Record employee information, such as resignation and newly hired 
· Maintain and update employee record 
· Endorse employee for deletion and inclusion to GPA (Group and Personal Accident) and HMO (Health Maintenance Organization) providers 
· Validates and process Employee Emergency Salary Program (Bank Loans) 
· Validates and process Car Plans 
· Accept and validates government application loans 
· Endorse employees who joined Employee Savings Plan (Investments) 
· Endorse employee the loan template for salary deductions 
· Process claims for accident and death 
· Prepares billings for bank payments, investment remittances and healthcare utilization 
· Performs Loan Monitoring of deductions 
· Creates Certificate of Employment (COE) request 
· Scheduled clients and weekly compensation and benefits meetings 
· Search for updates regarding local benefits and programs 
· Filing of documents, performs documentation and assist phone and personal inquiries 
Puregold Price Club Inc. (May-October 2014)
HR Staff (Timekeeper)
Summary:
Responsible in providing bio entries for all employees for the compilation and preparation of payroll data.
Primary Responsibilities:
· Ensure complete biometric entries of all employees 
· Compute earnings of workers by referring to their timesheets to discover hours worked and overtime and night differential hours worked. 
· Prepares and compiles timekeeping timesheets and reports 
· Ensure timekeeping forms have full details and proper signatures upon submission 
· Deduct used and approved sick, vacation and emergency leave 
· Verify attendance and pay accepted adjustments 
· Performs Attendance Monitoring Sheet (AMS) 
· Issue Disciplinary Action (Tardiness/Absenteeism) 
· Handle complaints or questions regarding salary discrepancies 
· Prepares last earning computation 
Prudential Guarantee and Assurance Inc. (November 2011–May 2012)
General Clerk (Insurance-Casualty)
Summary:
Responsible for performing administrative duties in an insurance company. Assisting supervisors and assistants by sorting and filing different document policies for specific agents and clients.
Primary Responsibilities:
· Answer phone calls and assist client 
· Operate office machines, such as photocopiers and scanners, facsimile machines and personal computers 
· Assisting in filing and segregation duties 
· Issue new and renewal Statement of Accounts (SOA) and different Insurance Policies 
· Release SOA and Insurance Policy to agents and clients 

INTERNSHIP
Clinical Setting
Life Change Recovery Center (January-March 2014)
Quezon City, Philippines
Industrial Setting
Metropolitan Medical Center (May-June 2013)
Human Resources Department
Manila, Philippines
Educational Setting
San Sebastian College-Recoletos (April-May 2013)
Law Guidance Office
Manila, Philippines

SEMINARS AND ACTIVITIES ATTENDED
· Life Coaching Training (March 8, 15 & 29, 2014) Dr. Randy Dellosa, M.D., PSY.D 
Glorious Hope-Christ Commission Fellowship 
· Dream Therapy (February 10, 2014) Dr. Randy Dellosa, M.D., PSY.D 
Life Change Recovery Center 
· Day 1 - 27th Annual Convention of the Junior Affiliates - PAPJA 2014 (January 17, 2014) 
"Philippine Psychology in the Midst of Change" MOA-SMX Convention Center 
· Day 2 - Workshop 66 "Building Psychology Students ‘Emotional Competency for Effective and 
Happy Living (January 18, 2014) Elmerando T. Mores, M.A., RCG, RP 
San Sebastian College-Recoletos, HRM Coffee Shop 
· "Psychology of Corruption "(December 14, 2014) 
La Consolacion College, Mother Consuelo Barcelo Theatre 
· "Hypnosis"(August 20, 2014) Universidad de Manila, Palma Hall 

SUMMARY OF SKILLS
· Able to take initiative, resourceful and assertive 
· Good interpersonal skills and decision making 
· Can work effectively and efficiently under time pressure 
· Able to work independently or as a part of a group 
· Adaptable to new environment 
· Can handle multi-tasking and willing to be trained 
· Fluent in speaking and proficient in writing in English 
· Computer literate (Microsoft Office programs) 

EDUCATION
	
	School
	Year

	Tertiary
	Universidad de Manila
	BSPY 2012-2014

	
	
	BSPT 2008-2011

	Secondary
	The National Teachers College
	2004-2008

	Primary
	The National Teachers College
	1998-2004


