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VISA STATUS : LONG TERM TOURIST VISA

OBJECTIVE:


To utilize my knowledge and skills with a business that deals with people that is highly relative to my college course of study.

EDUCATIONAL BACKGROUND:

TERTIARY:
HOLY ANGEL UNIVERSITY



BACHELOR OF SCIENCE IN BUSINESS ADMINISTRATION 



Major in Business Management with an area of specialization of Human Resources



Sto. Rosario St., Angeles City


Graduated Year: 2009
WORK EXPERIENCE:



SKY ENTERPRISE ALTES GROUP OF COMPANIES



HR SUPERVISOR



INCLUSIVE DATE: JANUARY 2013- DECEMBER 2014

RESPONSIBILITIES:

Prepare documents and report on the computer

· Facilitate Orientation for the Newly hired Employees

· Filing Government Mandated Benefits of our newly hired employees (SSS, PHILHEALTH, PAG-IBIG)

· Facilitates initial interview

· Preparing weekly salary for the employees

FAITH IN GOD RECRUITMENT, PLACEMENT AND MANPOWER SERVICES CORP.



PERSONNEL ADMIN OFFICER



INCLUSIVE DATE: MARCH 8, 2010- MAY 18, 2012

RESPOSIBILITIES:

· Type correspondence,  report and other documents

· Type minutes at meetings

· Maintain confidential records and files (Employees 201 files)

· Filing Government Mandated Benefits of our newly hired employees (SSS, PHILHEALTH, PAG-IBIG)

· Prepare documents and report on the computer

· Great and assist visitors

· Facilitate Orientation for the Newly hired Employees

· Manage incoming and outgoing documents, keeps confidential files and manage administrative records

· Ensures security and confidentiality of the data stored

· Handles clients inquiries and complaints

· In charge for checking the status of the employees before signing the clearance

· In charge for releasing the original documents upon serving the clearance

· Receiving of the original documents of the applicants after passing the final interview

· Giving list of requirements and medical referral slip for the applicants who passed the final interview

· Separate active 201 files from inactive files

· In-charge of recruitment process

· Assess resume of applicants

· Administer qualifying examination

· Attend LRA, SRA and JOBSFAIR

· Assist HRD Supervisor for the completion of the vacant position



MIMOSA LEISURE ESTATE



ON THE JOB TRAINING 



HR DEPARTMENT



INCLUSIVE DATE: JUNE 2009 – OCTOBER 2009

AFFILIATION:


MEMBER- MANAGEMENT SOCIETY (MANSOC)


2007-2009


VICE PRESIDENT- THEATRE GUILD


HOLY ANGEL UNIVERSITY


2007-2009


ACTIVE MENBER OF THEATRE GUILD ORGANIZATION


HOLY ANGEL UNIVERSITY


2005- PRESENT

SKILLS:


Able to handle multi-tasking duties and responsibilities


Computer Literate; can work with most Microsoft Office programs.


Able to do work with minimal supervision

Excellent interpersonal skills


Team building skills


Analytical and problem solving skills

PERSONAL PROFILE:

Birthday: July 10, 1987

Place of Birth: Candaba, Pampanga

Sex: Female

Nationality: Filipino

Religion: Catholic

SEMINARS:

WELFARE ON-LINE 


PHILHEALTH AND PAG-IBIG UPDATE AND HANDS-ON SEMINAR


LohasHotel , Clark Freeport Zone, Pampanga Philippines


February 18, 2011


Professional Development Workshop I & Workshop II


“Resume Tutor”


“Impressing At Interview”

HOLY ANGEL UNIVERSITY


SPEAKER: MS. ANN MARIE A. SADORRA


SEPTEMBER 16, 2009


How to Adjust to Corporate Setting 


Holy Angel University


Guess Speaker: Ms. Evelyn E. Alianas


August 19, 2009 

