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PERSONAL INFORMATION

Age: 23

Birthday: April 2, 1992

Status: Single

Gender: Male

Religion: Roman Catholic

Citizenship: Filipino

CAREER OBJECTIVE

To belong to a corporation that offers a professional working environment and enabling me to grow while meeting the corporation's goals.

SUMMARY OF QUALIFICATION/S AND STRENGTH/S
· Superior ACTIVE LISTENING & comprehension skills 

· Self-motivated and independent yet able to work in a large team as a leader or a team player. 

· Have strong interpersonal skills, creative, aggressive and resourceful. 

· Flexible with the ability to adapt to changes quickly, think conceptually and contribute constructively to it.

· Willing to do business in a fast-paced, dynamic and schedule-shifting environment

SKILL/S
· Knowledgeable in MS Office; Word, Excel, PowerPoint, Publisher (Computer Literate).

· Knowledgeable in Internet applications (browsers, messengers)

· Strong computer typing skills (up to 45-50 wpm)

· Proficient in written and spoken English and Filipino

· Ability to deliver information at customer's knowledge level in an understandable manner 

· Ability to adhere to company's policies and procedures.

· Internet savvy

WORK EXPERIENCE/S
HR Specialist

Wells Fargo EGS Philippines, July 2014 –September 2015
Mckinley Hill, Taguig City

· Handling queries of all team members (employees) regarding SSS, Philhealth, Pag-ibig, HMO

· Data Management of 201 File (Handling, Encoding, Tracking)

· Do Recruitment Operations (Sourcing, Scheduling, Interviewing Candidate/s)
· Conduct reference or background checks on job applicants.

· Review employment applications and job orders to match applicants with job requirements.

HR Assistant (Generalist)

Heritage Multi Office Products Inc. (HMOPI), July 2013 - May 2014

Sta. Mesa Heights, Quezon City

· Do Data Management of 201 File (Handling, Encoding, Tracking)

· Handle queries of all employees regarding all facets of HR

· Handle Recruitment Operations (Sourcing, Scheduling, Interviewing Candidate/s)

· Ensure enrolment and field work in Statutory Benefits filing (SSS, Philhealth, Pag-ibig

· Manage field work in HR Mailbox (LBC, Post office)

· Prepare and file payment contribution, loans, etc. on SSS, Philhealth, and Pag-ibig

EDUCATIONAL ATTAINMENT

Bachelor of Science in Industrial and Organizational Psychology (Graduated)

Polytechnic University of the Philippines - Main

Sta. Mesa, Manila

2010-2013

Bachelor of Science in Civil Engineering
Technological Institute of the Philippines (Manila)
Quiapo, Manila

2009-2010

SEMINAR/S AND TRAINING/S ATTENDED

Gear Up! Be Ready for the Arena of Competition

A seminar on Recruitment, Selection Process and Career Pathing

Polytechnic University of the Philippines - Main

September 5, 2010

Empowering the Filipino Psychologists through Indigenization

Polytechnic University of the Philippines - Main

A seminar on empowering the Filipino psychologists through indigenization of the psychological 

Practices
February 7, 2012

