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CAREER OBJECTIVE: 
To pursue a demanding HR Role within a reputed firm with the approach to take up responsibilities to accomplish organizational goals where in my skills and potentials are being utilized to the maximum; alongside focusing on the scope of enhancing my personal skills & gaining maximum knowledge during my tenure to contribute to the growth of the firm.
JOB/ TRAINING EXPERIENCES:

Human Resource Assistant


University of Batangas


August 1, 2014-Present

Guidance Counselor 


Taal National High School


July 3, 2013-July 2, 2014

Guidance Counselor (J.O)


Batangas State University


Lemery, Balayan, Lobo Campuses


August 2, 2012-April 6, 2013

Human Resource Officer/
Administrative Staff
WCT Loading Station (Authorized Provincial Distributor of Smart)

September 29-July 30, 2012

DUTIES AND RESPONSIBILITIES:

Human Resource Personnel

1. Settles concerns about employees;

2. Orients employees on company policies and guidelines;

3. Maintains records of employees (201 file);

4. Files leave forms of employees and does the necessary coordination;

5. Facilitates performance evaluation of employees;

6. Checks payroll;

7. Collates and files WPS and reports of work unit heads;

8. Facilitates compliance with regulatory requirements (Philhealth, SSS, Pag-ibig); 

9. Checking of daily inventories (withdrawals and gate pass);

10. Computes the approved salary of employees on time;

11. Submits reports through WPS; 

12. Distributes approved salary of employees on time and cash advance of employees.

Guidance Counselor

1. Helps in the implementation of the programs and activities of the Office of Guidance and Counseling (OGC)

2. Coordinates with the office of student affairs and help in the orientation services for freshmen students and transferees and old students

3. Distributes and retrieve SIS. Ensures recording and gathering of complete student data for individual inventory which serves as basis for proper understanding, decision making and placement.

4. Handles individual or group counseling sessions. Makes oneself available for personal students counseling in which the student is assisted with personal, family and other social concerns.

5. Academic counseling- the students are assisted in assessing, planning and implementing his/her immediate and long range academic goals.

6. Coordinates training programs for the personal growth of students and faculty

7. Attends career guidance related seminars and workshops

8. Provides recommendations, exit interview, good moral certificates for graduating students, currently enrolled students and transferees.

9. Coordinates with the college Deans and Head/Coordinator of Guidance and Counseling, organizing OGC services.

10. Perform other tasks which may be assigned by the higher authorities.

On-the-Job Trainings

LipaMedix Medical Center


St. Dymphna’s Ward (Psychiatric Ward)


January 14, 2011-February 23,2011

Babcock Hitachi Philippines Inc.


Human Resource Department



December 1,2010- January 11,2011


Lyceum International Maritime Academy


Counseling and Testing Center


October 5-November 19,2010

ACADEMIC QUALIFICATION:
Bachelor of Science in Psychology
Lyceum of the Philippines University

2011

ELIGIBILITY:

· Licensure Examination for Teachers 

· Civil Service Professional Career Examination (October 2011)
81.57%
Other personal details:
Marital Status:

Single

Nationality:

Filipino
Date of Birth:

June 24, 1989
Languages:

English

I hereby affixed my signature to certify the truthfulness of the foregoing information.

