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OBJECTIVE:


I am hoping to acquire a challenging human resources management position where I make use of my extensive experience in the field to handle staff recruitment and promote employee relations to increase the overall effectiveness of your company’s workforce.
PROFESSIONAL EXPERIENCE

April 26, 2014 – June 10, 2015
Supervisor

Philippines 

JOB DESCRIPTION

· Supervise and guide company’s employees to manage human resources productively and efficiently as per company guidelines. 

· Recruit, train and assign jobs for employees as per individual skill and review employees’ performance periodically. 

· Provide necessary guidance to company supervisor to operate facility as per existing guidelines. 

· Monitor company’s security policies and procedures through periodic evaluation and review of security measures to ensure adequate security line up.

· Maintain employee attendance log register to assist department for tracking employees’ performance and monitor any violation. 

· Perform all duties of manager in absence or when necessary to ensure routine performance and operation of all activities of company. 

· Ensure effective implementation of all safety procedures to ensure safe working atmosphere for employees. 

· Supervise and coordinate with production, merchandising, cost control and labor departments to optimize company performance through efficient human resource planning. 

· Assist departments to efficiently handle ledgers, registers and other accounting data in computer aided environment.

SKILLS:
· Computer Literate (Microsoft Office)
· Good Communication Skills (Fluent in English)
· Good Time Management

· Knows how to multitask

· Great Sense of Humor

· Have a Great Value of Honesty

· Have a healthy attitude towards work

· Knows how to Deal with People

EDUCATIONAL BACKGROUND:

Tertiary 


 2009 – 2014 




 Bachelor of Science in Hotel and Restaurant






 Administration




 Lyceum of the Philippines University
 Manila, Philippines
Secondary 


 2005-2009
La Naval Academy









 Manila, Philippines
PERSONAL BACKGROUND
Civil Status
: 
Single

Age

: 
22 years old

Nationality
: 
Filipino Citizen
Height

: 
5’7
SEMINARS AND TRAININGS ATTENDED
August 21, 2011
The barista basics coffee session with the academe by Gloria Jean’s coffee 

August 21, 2011
Financial Management, Front office and Housekeeping management by 8 Waves Waterpark and Hotel 
August 21, 2011 
Bar exposure program by TGIFridays


