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Objectie:
To apply and contribute my Human Resource skills and knowledge in an organizatin that will highly fi my
experience and behavior.

Educatin:
Bachelor of Science in Business Administratin
Major in Human Resource Development Management
Polytechnic University of the Philippines, Sta. Mesa, Manila, 2008-2012

Work Experience:
HR Assistant (June 2012 - present)
Servimax Technologies, Inc.
Cubao, Quezon City
Dutis and Responsibilitis:
Timekeeping and Payroll:
1. Attnds to all payroll and attndance inquiry of employees
2. Monitoring employment contract (Probatinary/Regularizatin/Promotin)
3. Preparatin of 201 fie and actiatin of mypayroll account for incoming employees
4. Responsible in bank coordinatin regarding payroll account of employees
Benefis:
1. Registratin of employees to government agencies, health care and insurance provider
2. Actual processing of government mandated benefis such as, but not limited to: reimbursement, loan, updates,
contributin, loan payment.
3. Processing of company benefis like, vacatin and sick leave, perfect attndance bonus, annual physical exam,
etc.
Employee Relatins:
1. In charge of implementig disciplinary memos pertaining to company policies and procedures.
2. Counseling of employees
Training and Organizatinal Development & Recruitment (trained and handled for almost a year)
1. Updates Birthday announcements, event announcements, new hire announcements and wellness news at
the bulleti.
2. In charge of overseeing the exit interview process for resigning employees.
3. Conducts orientatin training, regularizatin training and Learning Session for employees.
4. Administered the Semi-Annual Performance Appraisal for regular employees.
5. Handled events for the company (Christmas Party, Sportsfest, Halloween Actiity, Summer Actiity, etc.)
6. Partiipated in School job fairs, sourcing of applicants.
Jemima F. Mata
Seminars and Trainings:
“The Productiity and Quality Management”
February 4, 2012
Accenture Room, PUP Manila
“HR Students’ Conventin 2011 and 2012”
Bulwagang Balagtas, PUP, Sta.Mesa Manila
Organizer, Program Committe
“The process of Becoming” by: Mr. Francis J. Kong
February 23, 2011
Manila Room, Hasmin Hotel, PUP Graduate School Sta. Mesa, Manila
Personal Informatin:
Age : 23 Years old
Sex : Female
DOB : February 20, 1992
Religion : Born Again Christin
Civil Status : Single
Awards:
Most Improved Site HR for 2013
Servimax Technologies, Inc.
Dean’s Lister
2nd Semester, SY 2011-2012
Reference available upon request.
