Nationality: Filipino
Gender: Female

Objective:
To pursue a highly rewarding career, seeking for a job in challenging and healthy work environment where I can utilize and explore my skills and knowledge efficiently for the growth of the organization.

Strengths:

· Excellent verbal & written communication skills

· Result oriented ,responsible & hardworking

· Dynamic ,enterprising, enthusiastic & well presentable

· Excellent convincing &interpersonal skills
· Professional Personal Orientation

· Organizing and Planning

· Team player and Customer service oriented

· Customer Service Oriented; Computer Literacy

Education:

  Bachelor of Science in Chemical Engineering, 1996- 2001
 College of Science and Technology, Notre Dame of Marbel University, Philippines
WORK EXPERIENCE:

Human Resource Clerk

ICTUS PREMIER MULTIPURPOSE  COOPERATIVE, 
Philippines

Nov 4, 2013 – August 31, 2015
	Duties and Responsibilities:
· Payroll-n-Charge (Encoding &Processing in HRMAXX System);
· Employee Benefits In-Charge;
· Policy Orientation to Newly Hired Employees;
· Prepared and submit Government Mandated Employee benefits like SSS, HDMF, Healthcare;
· Prepares and remits Withholding Tax for Employee Compensation and Expanded Tax monthly;
· Intellicare/ Healthcare in Charge;

· Personal Assistant to Human Resource Mgt. Officer;

· Drafting memorandum for internal communication and letters, Emails to clients as advised by HRMO /General Manager;
	
	   

	
	
	

	
	
	

	
	
	

	
	
	


Head Office Secretary 
ICTUS PREMIER MULTIPURPOSE  COOPERATIVE
Jan 14, 2013 – Nov 3, 2013
Duties and Responsibilities
· Personal Assistant to Human Resource Mgt. Officer & General Manager 

· Drafting memorandum for internal communication and letters, Emails to clients as advised by HRMO /General Manager;
· Answering the phone calls diligently; Transmits outgoing communications to other departments and branches;
· Attends daily visitors desiring to see superior, determines their purpose and guides them accordingly;

· Petty Cash-in-Charge for Head office Expense;
· Takes minutes of the executive office and board meetings in the absence of Board Secretary;
· Prepares Travel Order and budget for the trainings and out of town business trips of Superiors;
· Liaison with airlines for Flight bookings & hotel reservations;
· Maintains adequate office supplies and department forms to maintain the continuous flow of departmental functions;
· Files, keeps and maintains confidential and non-confidential Company’s records, documents, books, communications.

Human Resource Clerk

ICTUS PREMIER MULTIPURPOSE  COOPERATIVE,
Jan 16, 2012 – Jan 15, 2013
Teller – Banga Branch
ICTUS PREMIER MULTIPURPOSE  COOPERATIVE
Philippines
 Oct 26, 2011 – Jan 15, 2012
Duties and Responsibilities:

· Accepts deposits/withdrawals from clients;

· Posts daily blotter and T-account by recording all transactions in Teller’s blotter;

· Prepares and prints the Cash flow( beginning balance of the day);Teller’s balances ; Clear cash (end of the day transaction); Closing of cash/check balance; Teller’s blotter; Daily Cash Position (DCPR)

· Computes all cash received and disbursed in the daily blotter with corresponding balance T-accounts;

· Delivers all cash and checks to cashier at the end of the day for proper safekeeping;

· Counts and sorts daily collections of collectors/project assistant and issues official receipts;

· Prepares deposit slips of checks for deposit to the banks;

Human Resource Hiring Personnel

SUMIFRU PHILIPPINES CORPORATION 

July 1, 2009 – Oct 15, 2011

Duties and Responsibilities:

· Directly Reporting to Employee Relations Officer

·  Recruit applicants for open positions ; Interview applicants to obtain information on work history, training, education, and job skills.
· Maintain current knowledge of Equal Employment Opportunity mandated by Department of Labor and Employment
· Perform searches for qualified candidates according to relevant job criteria, using computer databases, networking,
· Hire applicants and authorize paperwork assigning them to 
· positions based on ERO recommendations;
· Conduct reference and background checks on applicants.
· Conduct company policy orientation to the newly hired employees with the Training Manager
Production Admin Assistant

SUMIFRU PHILIPPINES CORPORATION , 
 August 18, 2005– Jun  30, 2009
Duties and Responsibilities:

· Directly reporting to the Zone Manager; responsible for providing secretarial, administrative and clerical services to the Production Department.
· Organizing a meeting for the Production Department
· Attends and records minutes of the meeting

· Provide receptionist services to clients and superiors

· Arranging appointments for Production Managers and Zone Manager

· Liaison with the hotels for the client stay and meetings;

· Petty Cash-in-Charge and Files all correspondence
Technical Analyst

MACTAN ROCK INDUSTRIES, INC.
Philippines

Jul 1, 2004 –  Jun 30, 2005
Duties and Responsibilities:
· Conduct water analysis & DO recommendation

· Make trend charts of analysis & attend coordination meeting w/ clients

· Ensure correct implementation of water treatment program

· Make request chemical delivery & submit billing to customers

· Supervise project & servicing with analysis & accomplishment report

Language skills:
              HILIGAYNON – Mother tongue
             ENGLISH – proficient (To read, speak & write)             
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