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Summary of Qualification:

Experienced HR Assistant/Employees welfare and benefits with strong communication and interpersonal skills. Proven ability to develop and sustain relationships with staff and management at all levels. History of providing seamless global execution in achievement of business objectives with over 6 years of professional business experience.
Job Objective: To have a career wherein I can share and develop my knowledge, skills and abilities towards personality growth essential in meeting my outmost dream that will allow me to achieve my plans and goals in life.

Professional Experience:

Employer: PCN Promopro INC.

Position: HR/Assistant /EWB (Employees Welfare and Benefits)- June 2012- August 31, 2015

· Responsible for the database/mandatory numbers of a newly hired employee.

· Collates all payroll from accounting Department.
· Prepare check request for the payments of loans payable.

· Prepare check request for the payments of remittances.

· Prepare and release check for the sickness and maternity benefits of the employee.

· Processing the loan of the employee.

· Releasing loan check of employee.
· Prepare certification of the employee.
· Responsible for posting of all mandatory benefits of the employee.
· Responsible for sickness and maternity reimbursement to government sector.
· Assist with day to day operations of the HR functions and duties

· Compile and update employee records (hard and soft copies)
Employer: PCN Promopro INC.
Position: HR Recruitment Assistant- June 2011- May 2012

· Determines applicant requirements and jobs qualifications.

· Interviewing applicant on consistent set of qualifications.

· Database searching, texts and calls for candidates.


· Advise supervisor on training or orientations for the qualified applicant.

· Prepare necessary documents, job description, screen tests and interview questions for the organization.

· Communicate requirements and duties to prospective candidates.
· Assist recruitment specialist in screening eligible candidates.
· Maintain good relationship with all candidates, employees and corporate clients.
· Keep records of candidate interviews and report them to recruitment managers.
· Participate at recruiting events when the manager cannot attend.
· Maintain the internal CV-s database.
Employer: PCN Promopro INC.

Position: Encoder- August 2009- May 2011
· Encodes an accurate report.
· Completing database backups.

· Maintains customer confidence and protects operations by keeping information confidential.
·  Contributes to team effort by accomplishing related results as needed.
Employer: Saviour Electronics

Sales Associates- November 2006- August 2009

· Communicate and assist customers.
· Demonstrate the good knowledge of the product.

· Close deals and transactions as many as possible.

· Remain knowledgeable on products offered and discuss available options.

· Build productive trust relationships with customers.

Seminars Attended:

Theme:
HOW TO COMPLY WITH SSS,ECC,PHILHEALTH,PAG-IBIG & DOLE REGULATIONS


Guest Speaker:


Atty. Josephus B. Jimenez


Date:



December 11, 2014



Held at:



RCBC Plaza Makati

Theme:



PHILHEALTH EMPLOYERS ENGAGEMENT REPRESENTATIVE 





(PEERS SUMMIT 2014)

Guest Speakers


Dr. Israel Francis Pargas - Corporate Affairs Group






Dra. Elizabeth S. Fernandez – AVP- PRO NCR North Manila
Ramon Balgomera - LHIO Head-Manila, PRO NCR North






Brian C. Florentino - Membership Section Head, PRO NCR North

 
Date:



February 07, 2014



Held at:



Hotel H2O, Manila

Theme:



DIVERSITY IN NURSING LEADERSHIP


Guest Speaker:


Jean P. Reyala, RM, RN, MPH, MGM


Date:



March 7, 2006



Held at:



Audio-Visual Hall United Doctors Medical Center, Quezon City


Theme:



FUTURE DIRECTIONS OF NURSING


Guest Speaker:


Mrs. Ruth R. Padilla, R.N.


Date:



February 22, 2006


Held at:



Audio-Visual Hall United Doctors Medical Center, Quezon City


Theme:



INTENSIVE TRAINING ON BASIC & ADVANCE LIFE SUPPORT


Guest Speaker:


Prof. Darlene G. Timbreza, PTRP


Date:



November 28, 2004


Held at:



4/F CMMFI Bldg. R. Papa cor., SH Loyola Sampaloc, Manila


Theme:



Basic Nutrition: An Introduction for Health Care Professionals


Guest Speaker:


Prof. Carleneth Fernandez 


Date:



May 24, 2005


Held at:



ISSI Plaza, Vitara Hall, Jacinto St., U.P. Diliman, Quezon City  
Internship: 

Operating room, Intensive Care Unit, Dialysis, Emergency Room, Surgical Ward, Medical Ward, OB ward, Pediatric Ward
· United Doctors Medical Center
· East Avenue Medical Center

· National Center For Mental Health

· Philippine Orthopedic Center

· San Lazaro Hospital

· Jose Reyes Memorial Medical Center

· St. Vincent Hospital

· Valenzuela General Hospital
· Amisola Maternity Hospital

Education:

· College 
Southeast Asian College Inc.

No.6 N. Ramirez St., Quezon City

2002 – 2006 Graduate

Course: Bachelor of Science in Nursing
AMA Computer Learning Center

Dasmarinas Cavite

1997-1999 Graduate

Course: Computer System Design and Programming

Personal Data:





Age:

33




Birth date:
November 15, 1981

Birth Place:
Manila


Civil Status:
Single


Gender:

Female




Religion:

Christian


Nationality:
Filipino



Height:

5’ 4”


Weight:

96 lbs.
Cover Letter: Through my clinical rotations, I had the opportunity to work in several settings, including medical-surgical, critical care, and emergency. My experiences enabled me to develop strong skills that prepare me well for the challenges of nursing. But to be an HR assistant for a several years is one of compassion, patience and responsibility. Solution-oriented, I believe that all problems can be worked out. Research and assessment skills, time management, decision making and multitasking add to the value of my skills. Adding more flexibility, my working style is one that easily lends itself to either an independent or a group work environment. I have a lot of experience of Microsoft Office and can easily maintain databases, type letters and reports and manage confidential information. I am a quick learner and am confident that I could develop in the role to exceed your expectations.

Skills:

· Have a strong skills in MS Word (Word processing)

· Have a strong skills in Excel

· MS Power Point

· Self motivated, honest and hardworking.

· I can self manage my time in doing all my deadlines/report.

I am hard working and responsible. As a staff, I bring out the best in my knowledge and working experience. I take the initiative to learn new technology. I am devoted to my work and I make sure that I always deliver solutions that are above expectations.

