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Objective:

To obtain a position relative to the field that I took which would allow me to hone my skills, improve my educational competence, as well as to develop and improve my ability to work well with different kinds of people.

Work Experience  


HR Staff- Compensation and Benefits Dept.

Philippine FamilyMart CVS, INC.                
April 2015 – July 2015 
Philippine Family Mart CVS, INC. is a one of the leading convenience stores worldwide that provides convenience to people and aiming to be an essential part of people’s daily lives.  
· Time keep of Employees attendance

· Draft contracts of newly hired-employees 
· Input and store data and other information of new employees to Payroll system
· Manage employee records and effectively keep sound filing system  

· Create Identification cards of employees and Certificate of Employment 
· All other responsibilities that may be assigned by the supervisor
Recruitment/HR Assistant

Speeds Manpower Services                                   
July 2014 – March 2015

Speeds Manpower Services is a local outsourcing company catering manpower needs of our clientele. 
· Responsible for sourcing, conduct screening interviews, test administration, and endorse qualified applicants to our clients fit for the position required.

· Draft contracts of newly hired and welcoming new employees through job orientation
· Input and store data and other information of new employees to Payroll system

· Manage employee records and effectively keep sound filing system  

Internship and Practicum

CCMH Cavite Center for Mental Health             
Trece Martires Cavite City, Philippines                   
May 2013 – June 2013
YWA Human Resource Corporation                     
U.N Manila, Philippines                                            

June 2013 - May 2013
Educational Background
· 2010 - 2014
Tertiary
            Bachelor of Science Major in Psychology


                                               Lyceum of the Philippines University 






            Intramuros Manila, Philippines 

Lectures / Seminars Attended:

· PayrollHero HRIS Training Course
Suite 1004 The Infinity Tower

26th St., Bonifacio Global City, Philippines

· Critical Incident Stress Debriefing and Psychological First Aid
Lyceum of the Philippines University

November 2013

· Kahit isang saglit: Basic counseling skills and techniques 

January 18, 2014 

· Psychological Association of the Philippines Junior Affiliates Convention 2014
SMX Convention Center

January 28, 2014
Skills / Knowledge




· Interviewing Skills

· Knowledgeable in Time keeping 

· Having knowledge in Recruitment 

· Having  essential knowledge in Psychometric and Projective test

· Ability to do inferential and descriptive statistics

· Knowledgeable in MS Word, MS Excel, MS PowerPoint, 

· Ability to build a rapport with the people surrounds me

· Had a good interpersonal communication

Personal Background

      Age

: 21 years old                        

      Date of Birth
: 29 June 1994                      


      Gender                  : Female                                

      Religion                : Catholic

      Civil Status          : Single                              

      Citizenship           : Filipino      

      Availability          : Immediate







