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Objective


To be a part of an organization where I can build a long-term


affiliation and boost my knowledge, skills and abilities not only


for my personal growth but also to contribute to achieve the 


company’s mission and vision.
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COMPETENCY SUMMARY





Qualifications

♦ Good in English Communication (both oral & written)


♦ Knowledgeable in MS Office and Adobe Photoshop


♦ Can work under pressure


♦ Strong analytical skills


♦ High level of initiative 


♦ Highly organized and proficient in working and managing 



teams


Skills & Abilities

♦ Personable yet professional whose strengths include


   cultural sensitivity and ability to build rapport with a



diverse workforce in multicultural settings.


♦ Ability to handle multiple tasks effectively, adaptive, 



creative, self motivated, trustworthy and reliable.


♦ Interpersonal skills





          CAREER HIGHLIGHTS


                                                    Company: PEC CONSTRUCTION SERVICES, MUNTINLUPA   PHILIPPINE     MUNTINLUPA, PHILIPPINES


 Duties and Responsibilities:


♦ Administered payrol      ♦ Administered payroll 





        ♦ Monitored attendance records of employees





        ♦ Processed payments and reports relative to company and                                                government mandated benefits





        ♦ Prepared memos and letters





        ♦ Answered employees’ queries regarding 





compensation and benefits

Company: MALAYAN BANK, SAVINGS AND MORTGAGE BANK, MAKATI, PHILIPPINES

   Duties and Responsibilities:






♦ Administered payroll






♦ Conducted orientation for new hires






♦ Processed inter office accounting tickets for payments






   and reports relative to company government mandated




 

   benefits






♦ Handled employees’ salary loan and emergency loan






   applications






♦ Prepared memos and letters






♦ Organized company seminars, outings, team-buildings






   and other activities.






♦ Handled all other related benefits for employees such as






   bonuses, annual physical examination, insurance






   privileges, maternity and sickness benefits.






♦ Computed employees’ withholding taxes and prepared






   reports for the Bureau of Internal Revenue.

ON-THE-JOB TRAINING


Company: TAGLINE COMMUNICATIONS. INC., MANDALUYONG, PHILIPPINES


   Duties and Responsibilities:






♦ Handled, arranged, and updated 201 files and 






   suggested improvements for these files






♦ Assisted in payroll administration






♦ Performed clerical work needed by the 






   HR department






♦ Made the job descriptions of the account executive,






   admin officer, auditor, copywriter, creative director,





   
   and finance associate.
SEMINARS & CONFERENCES ATTENDED


     




♦ Launching World-Changing Ideas – APEC Philippines -






   July 2015 - Manila, Philippines






♦ Anti-Money Laundering (BSP Circular No. 706) – 






   July 25, 2013 – Makati, Philippines






♦ LA-Asia Pacific 2012 Research Exchange






   Conference – April 2012 – DLS-CSB, Manila,






   Philippines






♦ Surviving the Corporate Jungle – January 2012, 






   DLS-CSB, Manila, Philippines






SEMINAR SPEAKERSHIP






♦ Carnivale: Reveal Your Future






   De La Salle – College of Saint Benilde

· Project Head


AWARDS RECEIVED





♦ Best Student Paper Presentation






   LA-Asia Pacific 2012 Research Exchange 






   April 2012



CERTIFICATIONS







♦ National Certification II






   Bread & Pastry





   September 2014

I hereby certify that the above information given are true

and correct to the best of my knowledge.


































   EDUCATIONAL BACKGROUND





   College:


   De La Salle -  College of Saint Benilde


   Manila, Philippines


   January 2009 – April 2012


   Degree earned:


Bachelor of Science in Business Administration major in Human Resource Management


Nominated for Outstanding Thesis








   


 PERSONAL DATA





   Date of Birth:


   April 6, 1991


   Nationality:


   Filipino


   Language:


   English, Tagalog





HR ASSISTANT	            October 16, 2014-June 16, 2015





HR ASSISTANT	   	     January 2, 2013-April 6, 2014
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HR ACADEMIC INTERN		    January – April 2012
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