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PERSONAL SKILLS





Determination


Decision Making


Dedication


KEY SKILLS AND COMPETENCIES


Typing			


Management


Training and Development


Recruitment and selection





AFFILIATIONS


Coordinator, Graduating Class 2015


Vice – President, Junior People Management Association of the Philippines


Corps Commander, Reserve Officer Training Corp 





AWARDS RECEIVED


Service Award


Special Duty Award
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HR Staff


A strong and organized person who is able to work in diversified culture and efficiently and effectively accomplishes things onexpected time.  When I aim for something I have strong motivation and determination to act on it. As a professional, I fully understand the importance of maintaining confidential files, practice work ethics, respect for other races, and meeting company compliance. At this moment, I would like to be part of your fast and growing company as HR Staff or any related job that fits my qualification. 





WORK EXPERIENCE





Service Resource Inc.


HR STAFF		Dec 2014 - Mar 2015





Responsible for the day-to-day routine of HR Department





Duties:


Sortingapplicants’ form


Facilitating exams


Conducting initial and final interview


Arranging and maintaining 201 files


Double check 201 files for audit purposes


Assisting in conducting job fair


Background investigation


Photocopy employees’ salary deductions


Encoding applicants information into the master file





IPS Multipurpose Cooperative


HR T & D Coordinator		March 2010 – June2011





Responsible for overall training, seminars and regional events





Duties:


Looking for the appropriate Resource Speaker


Making correspondence letter and disseminates correct information to different department. 


Preparing Certificate of  Resource Speaker and attendees 


Creating  invitations and program flow


Making after activity report and publish the total expenses incurred





ACCOMPLISHMENTS


Maintain positive performance evaluation


Handled successful big events


Increased the number of enrollees of Reserve Officer Training Corp (ROTC)





ACADEMIC QUALIFICATION





Laguna College of Business and Arts, Philippines


2011 - 2015


BS in Business Administration major in Human Resource Development Management





REFERENCES - Available upon request




















