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The Human Resource Team
Dear Ma'am/Sir,
I would like to apply for the position of as a Human Resource Assistant at your esteemed institution. I am convinced that my commitment to my work would allow me to make a valuable contribution to your institution.
, completed a degree of Bachelor of Science in Nursing at University of Cebu – Banilad, Philippines last April, 2012. Took the Philippine Nursing Licensure Examination on June, 2012 and successfully passed.  
I am confident that my experienced as a Human Resource-Nurse in Tritech Macrosystems Inc. and as a part of the Human Resource Department as a Company Nurse in SM Supermarket would greatly help. I have a long patience, with organizational and managerial skills, and can work well with others. 
 A challenging environment will give me the opportunity to make the best use of my skills and experience. I worked hard, honest, flexible to any working environment, can easily learn and excellent in English, written and verbal communication skills. 
I respectfully request for you to review my resume enclosed with this is cover letter. I would welcome the opportunity for an interview for this position.
Objective:
To obtain a Human Resource Assistant position where I can share and develop my skills, knowledge and positive attitude. Highly motivated, fast learner and can quickly incorporate and implement new procedures to maximize efficiency and productivity.
Relevant Skills:
· Works closely with other working team members.
· Ability to perform multiple tasks.
· Able to work under pressure, honest and hard-working.
· Accepts opinion and criticism of other people.
· Organizational and managerial skills.
· Creative/artistic and with great interpersonal skills.
· Computer literate (MS Word, Powerpoint and Excel)
· Excellent in English, written and verbal communication skills. 
Experience:
· HR-Nurse
Tritech Macrosystems Inc. (Construction Company) October 2014 - May 2015 
· Pre-screened qualified candidates for open positions, scheduled interviews and conducting initial interview.
· Carrying out background and reference check on prospective candidates.
· Acting as the first point of contact for anyone inquiring about job vacancy.
· Conducted orientation regarding the company’s policies/rules and regulations to newly hired employees.
· Answered telephone calls.
· Filing 201 files of the employees.
· Monitored vacation leave, sick leave, absences and tardiness of each employee. 
· Assisted the HR Supervisor in conducting training and seminars.
· Dispensed over-the-counter drugs.
· Gave health education.
· Facilitate in physical/medical exam.
· Monitored health status of employees.
· Company Nurse
Supervalue Inc. (SM Supermarket) April - September, 2014 (End of Contract)
· Responsible for providing primary health care.
· Assessed and determine health status of employees before or after an illness or absence, and issue necessary confirmations/recommendations (medical clearance, leave form, etc.)
· Provided health education and benefits orientation.
· Engage in health employment screening and health maintenance examinations.
· Give first aid to customers who encounter accident within the company’s premises. 
· Prepared and maintain employee health records to ensure continuity of care, confidentiality, feedback to management and filing of necessary documents.
· Does annual and monthly reports required by the company.
· Assisted payroll officer.
· Expose and knowledgeable to HR works.
· Nurse Trainee
Cebu Puericulture Center and Maternity House Inc. September – November 25, 2013
· Prepare and gave medications.
· Assess patients.
· Carry Doctor’s order.
· Assist in operation and delivery.
· Work in various areas of the hospital.
· English as Second Language Summer Camp Teacher
API ESL Center July – August, 2013
· Awarded as one of The Best Teachers during the whole camp
· Taught Korean high school students English language (Grammar, Speech and Vocabulary).
Education:
April 12, 2012



Bachelor of Science in Nursing
University of Cebu – Banilad



Banilad, Cebu City 6000 Philippines
Seminars and Trainings:

Basic Life Support for Health Care Professional Course

International Health and Safety Training Center, August 2015

Dubai Health Care City, Dubai, UAE
