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OBJECTIVE


To obtain an HR Assistant/Generalist position that will utilize my experience, knowledge and skills professionally while fulfilling the goals, vision and mission of the Organization.
CAREER PROFILE

· Results Oriented HR Professional with extensive experience in Recruitment, Benefits and Compensation, Timekeeping, Training, Employee Relations/Counseling and Incidents Handling.

· Team player and can work with minimal supervision













WORK EXPERIENCE

Affiliated Electronics Service Corporation (ASERCO)
- Sister Company of Abenson Group

18 Evangelista St. Barangay Santolan, Pasig City

Human Resource Assistant (Generalist Function)
September 26, 2008 – May 30, 2015
Key Responsibilities:

· Processing benefits and compensation of employees (Company Initiated Benefits)

· Updating all government benefits of employees

· Assigned in recruitment process (Sourcing, Screening, Interview, Deployment and Exit Interview )

· Orientation to newly hired employees (Company policies and regulations)

· Test Administration to Applicants

· Scoring/ Interpretation of Test

· Coordinating with Agencies for Job Contracting

· Timekeeping of Monthly Attendance using HRMS

· Incidents/ Case Handling

· Assist in Labor Relations related concern

· Overall In charge in External Activities of the Company (i.e. Kick Off)

· Doing Employee Relations and Counseling

· Filing of HR Documents and Authorization Documents of the Company

· Assisting in Admin works

FIL-AM FOODS INCORPORATED-an Aboitiz Company

Sto.Domingo 2, Capas, Tarlac

Human Resource Assistant

May 19, 2008- June 30, 2008

Key Responsibilities:

· Assist in Benefits and Compensation

· Assist in Employee Relations

· Assist in Recruitment

· Test Administration to Applicants

· Scoring/ Interpretation of Test

· Timekeeping of Attendance using HRIS

· Calling of applicants

· Filing

ON THE JOB TRAINING

WORLD CITI, INCORPORATED

960 Aurora Blvd., Quezon City

Human Resource Department

November 23, 2007-February 4, 2008

Key Responsibilities:

· Sorting of applicants

· Test Administration to Applicants

· Scoring/ Interpretation of Test

· Assist in training of new applicants

· Routing Memo to different departments

· Calling of applicants

· Filing

WORLD CITI COLLEGES

960 Aurora Blvd., Quezon City

Guidance Office/ DSA

February 5, 2008- February 29, 2008

Key Responsibilities:

· Test Administration to new students as well as transferee students

· Scoring/ Interpretation of Test

· Clearance Signing of Students

· Assisted on student problems

· Filing

PERSONAL DATA

Date of Birth              :

March 03, 1987

Place of Birth
            :

Baliuag, Bulacan

Civil Status                :


Single

Height

            :

5’3”

Weight
            :

145 lbs

Sex


:

Female

Religion

:

Roman Catholic

Citizenship                 :



Filipino

EDUCATIONAL BACKGROUND

Degree:

Bachelor of Science in Industrial 

and Organizational Psychology

Polytechnic University of the Philippines




(Mabini Campus) Sta. Mesa, Manila




2004- 2008

Secondary:

St. Paul College San Rafael




Pantubig San Rafael, Bulacan




2000-2004

Primary:

St. Paul School of San Rafael




San Rafael, Bulacan




1994-2000

TRAININGS AND WORKSHOPS ATTENDED

· 11th National Seminar-Workshop

“The Role of Psychologist in Disaster Management”

Ninoy Aquino Learning Center, Sta. Mesa Manila

January 20, 2005

· “Advocacy Orientation on Child Labor among Academe”

Polytechnic University of the Philippines

Organized by Department of Labor and Employment  

August 26, 2006

· 12th National Seminar-Workshop

“The Relevance of Psychology in the face of Global Crisis”

Balagtas Hall, Ninoy Aquino Learning Center, PUP

September 22, 2006

SCHOOL ORGANIZATION

· PUP ALUMNI

