Gulfjobseeker.com CV No: 1485990
Mobile +971504753686, +971505905010  

cvdatabase[@]gulfjobseeker.com

To contact this candidate use this link

http://www.gulfjobseeker.com/feedback/contactjs.php[image: image1.jpg]




Objective:  Seeking position to further develop my working skills and be a part of the company’s efficient workforce.

HR Assistant- September 2014–September 2015
QualiMed Health Network(Daniel Mercado Medical Center)
PGH Compound Manila, Philippines
Job Description:

· Responsible for the systematic and strategic administration of the Human Resources Department’s administrative services which shall include the consolidation, coordination, data-gathering, analysis, safekeeping, generation and updating of HR records relating to Talent Planning, Acquisition and Retention, Performance Management, Compensation and Benefits, Employment Relations, Training and Organization Development.
A. Recruitment

· Assists HR Officer in sourcing, scheduling and testing applicants as needed.

· Prepares contracts such as Trainee Confirmation, Probationary and Regular Appointments.

· Conducts interview 

· Receives and consolidates pre-employment requirements for 201 filing.

· Consolidates and keeps records of HRD data such as man power count, attrition etc. and provides detailed report and analysis on a monthly basis.

· 201 File Administration

B. Training and Development

· Assists the HR Officer in preparing logistics for internal trainings, documentation of training files, conducting training studies, analyzing results and administering performance appraisal as needed.

C. Employee Relations

· Assists the HR Officer in surveying, preparing for logistics for various ER events and initiatives as well as accomplishing Notice to Explain (NTEs), Disciplinary Actions (DAs) and Commendation Letters.

D. Payroll

· Prepares attendance and report

· Computation of mandatory deductions
Assistant Psychometrician–March- July 2014
Ruben C. Bartolome MD Clinic Inc.

Nakpil,Taft Manila, Philippines

Job Description:

· Responsible for monitoring OFW’s (Overseas Filipino Worker) psychological exam result.

· Assist Patient for psychological exam

· Conduct interview 

· Interpret psychological result

HR Assistant(Recruitment)–July- September 2012
Philippine Bible Society

U.N., Taft Manila, Philippines

Job Description:
· Sourcing of Applicants 

· Conduct Psychological exams such as Personality and IQ Test 

· Assist HR Officer  during interview

· Prepare documents of new employee


· Basic  Filing System and Application

· Reports and Documentations Processing

· Customer Service 

· Operating MS Office Word, Excel, and PowerPoint 

· Good Communication Skills 

· Conducts Interview  Screening 


Secondary Education



      Tertiary Education 

**June 2005 - March 2009
**January 2011 - April 2014
Meridian Educational Institute 


Bachelor of Art in Psychology
Sta. Rosa, Laguna Philippines


Philippine Woman's University
Working Experience
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