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CAREER OBJECTIVES
A dedicated professional seeking for an opportunity to enhance/utilize my knowledge and skills in a dynamic organization with the opportunity for career challenges and growth.
PERSONAL ATTRIBUTES

· Committed to operational objectives

· Excellent inter-personal and communication skills

· Excellent organizational and problem solving skills, the ability to work independently and as a team
· Performance driven

· Excellent multitasking skills and can work under pressure

· Adaptable to changing environments

QUALIFICATIONS
· Proficient in drafting letters and correspondences.

· Ability to entertain irate clients with composure.

· Great knowledge in documentation and recording information.

· Fluent in speaking English
EDUCATION AND TRAINING

2011-2015
Bachelor of Science in Business Administration


Major in Human Resource Development Management


Columban College, Inc., Olongapo City, Philippines, 

JAN. 2015
On-the-Job Training

Subic Bay Freeport Zone,  Human Resource Management Department, Philippines, 
JULY 2014
Labour Management, Human Relations and Productivity Training

Department of Labour and Employment (DOLE), Olongapo City, Philippines

OCT 2014
Call Center Training

Columban College, Inc., October 2014

FEB. 2013
Entrepreneurship Development Training


Department of Labour and Employment, Olongapo City, Philippines

WORK EXPERIENCE

JUZ Electronic Processing Plant Inc. 




April-August 2015
Position: HR Executive

Responsibilities:

· Filing employee-related documents, relay communications and distribute information to employees

· Editing documents, presentations, and updating employee information into company database
· Providing on company policies and procedures to employees

· Performing payroll, handling benefits, and time keeping functions

· Handling recruitment tasks, including job postings, reviewing curriculum vitae, calling candidates, and scheduling interviews
D.E.A.R Lending Services  
January 2013 to January 2014
Position:  Part-time Secretary

Responsibilities:
 Ensuring meetings are effectively organised and minuted

· Liaising with the Chair to plan meetings

· Receiving agenda items from committee members

· Circulating agendas and reports

· Taking minutes 

· Circulating approved minutes

· Checking that agreed actions are carried out.

 Maintaining effective records and administration

· Keeping up-to-date contact details (i.e. names, addresses and telephone numbers) for the management committee and (where relevant) ordinary members of the organisation.

· Filing minutes and reports

· Compiling lists of names and addresses that are useful to the organisation, including those of appropriate officials or officers of voluntary organisations.

· Keeping a record of the organisation's activities

· Keeping a diary of future activities

 Communication and correspondence

· Responding to all committee correspondence

· Filing all committee correspondence received and copies of replies sent

· Keeping a record of any of the organisation's publications (e.g. leaflets or newsletters)
· Reporting the activities of the organisation and future programmes to members, the press and the public 

· Preparing a report of the organisation's activities for the year, for the Annual General Meeting[image: image1.png]




