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SUMMARYOFQUALIFICATION
More than4 yearsof experience in the field of HRM.
Experienced in manpower planning, recruitment, developing performance management system, developing employee welfare programs, identifying training needs and conducting trainings, employee grievance handling, developing and implementing disciplinary policies, conducting exit interview, final settlement of employees.
Ability to counsel, coach, advise staff at all levels of the organization
Ability to handle large amounts of confidential information on a frequent basis Excellent communication and interpersonal skills
Proficient in MS Word, Excel, Access, Outlook
PROFESSIONAL EXPERIENCE
PERSONALINFORMATION
Birthdate
: 08 September1989
Sex
: Female
Height
: 5’1
Weight
: 100lbs.
Civilstatus  : Single
Nationality  : Filipino
EDUCATION
Bachelor ofArtsMajor inIndustrial
Psychology
UniversityofCebu-Philippines
Graduate:March2011
ACHIEVEMENT
· GraduatedCumLaude 
· Dean’s Lister (2007-2011) 


HumanResourcesOfficer
ALMASSAHOTELGROUPOFCOMPANIES
SEPTEMBER2013–PRESENT
Dealing with all of the recruitment needs & employment issues of the company.Ensuring the timely recruitment of new employees into the business from the initialjob offer being made through to their induction into the company including offer letters and contracts.
Sustain the preparation of the Joining Report for new employees.
Arranging proper documents for visa processing. Monitoring of passport and visaon expiry for renewal. Oversee joining formalities for newly hired.
Screening of CVs and conduct preliminary interviews. Establish, maintain, andupdate files, databases andother documents. Conductsinduction/orientationprogramforallnewlyjoinedemployeesCoordinates with the insurance company for any claims and enrolling of newjoinersanddeletionofemployeeswholefttheorganization. Preparesmemorandum/policy,appointmentletters,warningletters,transferletters,promotion letters, increment letter, termination letter, assists employees for Final ClearanceandarrangesVisacancellationformalitiesincoordinationwiththePRO. Monitors corporate documents for renewal such as trade license and chamber ofcommerce, registration, license, new application, approval, renewal and liaison with PRO.
Bookingannualair ticketsforemployeesandkeepingarecordofremainingleaves
Achievements:
Initiatedemployee database system.
Designed and implemented HR policies and procedures.
Developed company’s first-ever standardized disciplinary procedures
Created and implemented the exit and interview program process.
Trained HR Coordinators
HumanResourcesAssociate
SPORTSCITYINTERNATIONAL–PHILIPPINES(GROUPOFCOMPANIES)
APRIL01,2011-AUGUST31,2013
With2,000+Employees
Responsible for performing a wide variety of clerical, technical, administrative, andoffice duties in support of theHuman Resources Department. Monitors,preparesandprocesspertinentdocumentsforemployeeevaluation(probationary,semi-annualandannual),promotion,salaryadjustments,changeof position,transfers,regularizationandendofcontract Facilitatesqualifiedandon-timemanpowerselection,recruitmentanddeploymenttomanpower requisitionsofallSCI-Cebufacilities.
