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OBJECTIVES:


To be part of your institution that will enhance my acquired knowledge and skills and contribute my best efforts for the attainment of institutional goal.

____________________________________________________________________________________________

WORKING EXPERIENCE:

1. Hr and Admin Services Staff/ Finance Staff

HOME HEALTH CARE, INC.

137 Anonas Ext. Sikatuna Village Quezon City

March 21, 2014-February 27, 2015

HR Department

Responsibilities:

· Accountable and ensure accomplishment of all admin services duties and responsibilities such as time keeping, payroll processing, sending of pay slip, reporting and processing of government related benefits

· In charge in the computation of back pay and 13th month pay

· In charge of the office equipment and supplies, including keeping inventory of office supplies and ensuring that office machines are kept in working order

· Answer telephone call, relay messages and distribute information to employees

· Prepare employment contract and processing of termination paper work

· Assist with recruitment and interview process

· Makes photocopies, faxes documents and perform other clerical functions

· File papers and document into appropriate employee files

· Process mail, Create monthly attendance schedule and Perform other duties as assigned

Finance Department (Disbursement Function)
Responsibilities:

· Prepare and make checks

· Responsible in bank to bank transaction such as Online Banking of Payroll, Bills Payment etc.

· Responsible for issuance of Pay card

· Encoding transaction to Quick Book

· In charge in Purchase Order and Coordinate with the supplier or distributor

2. Office Staff

VKC INCORPORATED

135 Sgt. Rivera St. Brgy. Manresa, Quezon City, Philippines

August 2010-September 2013

Responsibilities:

· Responsible for  maintaining office file

· Answering telephone calls, take message

· Attending Job Fair, Prepare recruitment materials, coordinate by a phone call or email the event organizers for Job Fair

· Handling recruitment task like reviewing resume, calling candidates and scheduling interviews

· Assist supervisor in clerical task such as typing, sending out email, faxes, making copies and sorting email

· Responsible for orienting newly hired employee to the organization

· Process the termination of employees

· Perform time keeping and Payroll Processing using Payroll System

· In charge in overall computation of 13th month pay, billing, agency quotation and employee deduction

· Answer questions towards salary

· Knowledgeable in handling government mandatory benefits such as SSS, Phil-health and HDMF

____________________________________________________________________________________________
EDUCATIONAL ATTAINMENT:

College            : 
Bachelor of Science in Psychology Major in Industrial Psychology




2006-2010 


High School   :
Camarin High School

2002-2006

Elementary    :
Camarin D. Elementary School



1996-2002

____________________________________________________________________________________________
SKILLS:

· Excellent in using Microsoft Office Application 

· Proficient in using Payroll System and Quick Book Accounting Techie

· Good in both Oral and Written English and Filipino

· Can do multi-tasking, fast learner , adaptable and pro-active

· With good interpersonal skills

PERSONAL INFORMATION:

Nick name

:
Wen


Birth Date

:
January 7, 1990


Age


:
25 y/o


Civil Status

:
Single


Nationality

:
Filipino


Visa Type

:
Visit Visa

SEMINAR ATTENDED:

1. Social Security System



3.
PMAP

Penalty Condonation Program



“Defining Hr Career Success Ladder 



East Avenue, Diliman Quezon City


2nd Floor Electronic Library










Aim Conference Center Manila








July 3, 2014







2. Phil-Health




4.
PAG-IBIG






Electronic Premium Reporting System


Home Development Mutual Fund 



Quezon Avenue, Quezon City



Loan & Benefits





February 2013





768 Mac Douton Bldg. EDSA cor.








East Avenue, Quezon City




