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OBJECTIVE:

To impart and develop my skills, help and contribute into making the goals and visions of the company and to be successful and to acquire a position and a career into the field of Human Resource/Administrative and Sales/Business Industry.  I will be a hardworking individual, team player, responsible, fast learner and very dedicated to the work that involved with.

PERSONAL STATEMENT:

With 21 years working experience. Well versed in MS Office operations such as MS Word, MS Excel, MS Powerpoint, etc.. Good telephone skills. Good communication and  interpersonal skills. Fluent in English Language. Preparing  letters, memoranda, correspondence, minutes, documents and other office related letters. Scheduling appointments. Involvement with the coordination and implementation of office procedures.. General HR, administrative and clerical support. Excellent customer service skills. 

WORK EXPERIENCE:

1.)
Company Name
:
City Government of Tarlac

Company Address:
Hilario cor. Rizal Sts. Ligtasan, Tarlac City, Phils.
Company Profile:
A Local Government Unit consisting of 24 departments and department heads, with a total of 1,400 employees. 
Position

:
HR/Administrative Officer
Period of Employment:
June 4, 1997 – May 31, 2015
Department
:
Human Resource Management Office
Number of Staff Supervised: 19
DUTIES AND RESPONSIBILITIES:

· Maintains 201-Files/personnel records and HR filing system.
· Assist in monitoring daily attendance of employees.

· Makes report on accession, separation and employees ststistics.

· Computes and updates leave balances and tardiness.

· Assist in recruitment and selection practices.

· Gives orientation and reorientation to newly hired and current employees.

· Assist in developing and implementing Performance Management System.

· Assist when conducting staff performance evaluations.

· Reviews and certifies documents of qualified employees to receive separation pay, productivity pay, loyalty pay and step increments.

· Perform liaison works with the Civil Service Commission, the government’s central personnel agency.

· Monitor and updates Service Records.

· Issues certifications and service records.

· Assisting with the day-to-day efficient operation of the HR Office.

2.)

Company Name
:
A.L. Serrano Law Office

Company Address:
Cervantes Bldg, F.Tanedo St., Tarlac City, Phils.

Company Profile
:
A Law Office consisting of 4 employees. 

Position

:
Executive Secretary

Period of Employment:
June 1993 – May 31, 1997

Number of Staff Supervised:
3


DUTIES AND RESPONSIBILITIES:

· Answering telephone calls with courtesy.
· Maintaining diaries.
· Arranging appointments.
· Taking messages.
· Typing and preparing letters and other related office documents.
· Filing and maintaining documents.
· Organising and servicing meetings (producing agendas and taking minutes).
· Recruiting, training and supervising junior staff.
· Handling correspondence.
· Liaising with relevant organisations.
· Coordinating mail-shots and similar publicity tasks.
3.)
· With experience in sales, real estate, retailing, direct selling, buy and sell, and networking business. 
DUTIES AND RESPONSIBILITIES:

· Planning marketing strategies.

· Calling to arrange meetings with prospect potential customers.
· Answering queries and providing complete information regarding the product.

· Conducting counselling sessions with clients/customers by group and face-to-face.

· Providing general assistance to the clients regarding documentation.

· Maintaining and developing relationships with existing customers in person and via telephone calls and emails.

· Makes report on achieved monthly and quarterly targets.

PROJECTS / SPECIAL ASSIGNMENTS:
Name of Project

:  Computerization of Employees Service Records, 

    
    Leave Balances and Personal Data
Date & Venue

:  1997 ; CHRMO, Tarlac City
Name of Project

:  Task Force Appointments

Date & Venue

:  2007 ; Civil Service Commission, Tarlac City
Name of Project

: Task Force Anti-Red Tape (ARTA) 

   Creating of Tarlac’s Citizens Charter

Date & Venue

:  2012 ; Tarlac City

Name of Project

:  Guidelines in the Establishments and Implementation

Of Agency Strategic Performance Management   System (SPMS)

Date & Venue

:  June 2014 ; Tarlac City

TRAININGS / SEMINARS ATTENDED:
· Seminar-Workshop on Basic Records and Archives Management

· “Preparing HRM Practitioners as Change Provocateurs in facing challenges at work and on relationships”

· Seminar on Stress Management

· Seminar-Workshop on Reflections on 7-Habits

· Seminar-Workshop on the Revised Policies on Qualification Standards

· Workshop in Building Skills and Competencies

· Seminar-Workshop on Personality Development

· Seminar-Workshop on Records Center Administration

· Productivity Orientation Seminar

· Seminar on Sexual Harassment

· Comprehensive Updates on Personnel Welfare and Career Administration in Local and National Gov’t.

· Seminar on Leave Administration Course for Effectiveness (LACE)
· Seminar on Performance Evaluation System

· Basic Customer Service Skills Seminar

· Advanced Customer Service Skills Seminar

· Seminar on Values Formation and Moral Recovery Program

· Seminar-Workshop on Team Building  6.0
· Microsoft Visual FoxPro 6.0

· Microsoft Visual Basic I & II 

SKILLS


Computer Literate

Performance Management



Records Management

Correspondence
Customer Service


Interviewing

Recruitment


Typing

Driving



MS Office Operations
Filing



Telephone skills
EDUCATIONAL BACKGROUND:


College:


EMILIO AGUINALDO COLLEGE  (Manila, Philippines)




Bachelor of Science in Computer Science


Post College:

TARLAC STATE UNIVERSITY  (Tarlac City, Philippines)
21 units in Masters in Public Administration


Primary and

COLLEGE OF THE HOLY SPIRIT


Secondary:

Tarlac City, Philippines

EXAMINATIONS/TEST TAKEN:

· Passed the International English Language Testing System (IELTS) with an overall band score of 6.5 Listening-6.5  Reading-6.0  Writing-6.5 Speaking-7
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