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HR ASSISTANT / DOCUMENT CONTROLLER / ADMINISTRATIVE ASSISTANT / DATA ENTRY / LOGISTICS STAFF / OFFICE STAFF / PAYROLL ASSISTANT
To maximize my potentials and skills for the company’s further development. Sustaining my personal growth by absorbing knowledge that the company would provide me during my stay through the different experiences that I will gain.
· Highly motivated 
· Can work under pressure 
· Eager to learn and expand knowledge for company’s development 
· Minimal supervision 
· Fast learner 
WORK EXPERIENCE   Data Entry Operator
June 15 to July 15, 2015 (Part time)
Rotork Middle East, Jebel Ali
· Prepares source data for computer entry by compiling and sorting information; establishing entry priorities. 
· Secures information by completing data base backups. 
· Contributes to team effort by accomplishing related results as needed. 
· Deletes incorrectly entered data, and re-enters correct data. 
Human Resource Assistant
October 1, 2012 to June 2, 2015
Armada Hotel Manila
· Substantiates applicants' skills by administering and scoring tests. 
· Schedules examinations by coordinating appointments. 
· Welcomes new employees to the organization by conducting orientation. 
· Provides payroll information by collecting time and attendance records. 
· Submits employee data reports by assembling, preparing, and analyzing data. 
· Maintains employee information by entering and updating employment and status-change data. 
· Provides secretarial support by entering, formatting, and printing information; organizing work; answering the telephone; relaying messages; maintaining equipment and supplies. 
· Maintains employee confidence and protects operations by keeping human resource information confidential. 
· Maintains quality service by following organization standards. 
· Contributes to team effort by accomplishing related results as needed. 
Warehouse Assistant
June 1, 2012 to September 30, 2012
Cyrus Logistics Inc.
· Conducting the smooth functions relating to requisition, receipt, stacking, and dispatch of goods and supplies. 
· Organizing the systematic storage of material 
· Maintaining inventory of all supplies and making note of damaged goods etc. 
· Performing all duties assigned by the warehouse manager or supervisor. 
· Following proper documentation and safety procedures of all warehouse functions. 
Document Controller
April-June 2012
Sany Groups Philippines
· Coordinate all activities related to the Document Control procedure, including technical documents, drawings, and commercial correspondence. 
· Maintain the files and control logs as required by the project. 
· Input document data into the standard registers ensuring that the information is accurate and up to date. 
· Generate the various document control reports as required. 
· Typing of site documents, and follow up of all the site needs. 
· Makes sure that controlled copies of latest approved documents and drawings are given to the appropriate staff, subcontractors and suppliers as applicable 

SKILLS
EDUCATION

Accounting Staff (On the Job Training)
October to March 2012
Metro Manila College
· Perform accounting and clerical functions to support supervisors. 
· Research, track, and resolve accounting problems. 
· Compile and sort invoices and checks. 
· Record business transactions and key daily worksheets to the general ledger system. 
· Record charges and refunds. 
· Support accounting personnel. 
Office Staff (On the Job Training)
October to April 2007
Siena Collage of San Jose
· Answer telephones, direct calls and take messages. 
· Compile, copy, sort, and file records of office activities, business transactions, and other activities. 
· Complete and mail bills, contracts, policies, invoices, or checks. 
· Operate office machines, such as photocopiers and scanners, voice mail systems and personal computers. 
· Reporting Skills 
· Administrative Writing Skills 
· Microsoft Office (Word, Excel, PowerPoint) 
· Managing Processes 
· Organization 
· Analyzing Information 
· Professionalism 
· Problem Solving 
· Supply Management 
· Inventory Control 
· Verbal Communication 
· AutoCAD Software 
College:
Metro Manila College
Novaliches Quezon City, Philippines
Degree:
Bachelor of Science in Business Administration
Major in Marketing Management
March 2012
College:
Bulacan State University
San Jose del Monte, Bulacan, Philippines
Degree:
Certificate of Industrial Technology
Major in Computer Technology
April 2007
Secondary:
Paradise Farm National High School
Bulacan, Philippines
2003-1999
Primary:
TungkongMangga Elementary School
Bulacan, Philippines
1999 – 1993
	PERSONAL DETAILS
	Date of Birth:
	October 28, 1986

	
	Age:
	28 years old

	
	Nationality:
	Filipino/Philippines

	
	Civil Status:
	Single

	
	Languages:
	English and Tagalog

	
	Religion:
	Christian Catholic


