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CAREER OBJECTIVES

To be a part of an institution where I can share my knowledge and skills as well as develop my acquired potentials from the academe and previous employment, attain upward professional growth and career excellence, work effectively with people and acquire fulfillment in my chosen field.

EMPLOYMENT HISTORY

HR Assistant 
Domar Resources and Management Inc.

Unit 401 4th Floor Prestige Tower F. Ortigas Jr. Road Origas Center Brgy. San Antonio, Pasig City, Philippines 1605
+63 (2) 264-2785 / + (63) 937 374 8328



November 26, 2013 to August 31, 2015
· Accept personnel requests from clients, validate and inform the HR Department about the Job Openings.

· Handles end to end process of recruitment, from sourcing to signing of contract and boarding 
· Maintain and update 201 files, Manpower list and alike
· Maintain online accounts such as mails, online job boards and others
· Prepare report regarding recruitment update and update pending cases

· Maintain good relations with Universities, Colleges, Government offices, News Papers Coordinators, Corporate Coordinators, clients and others

· Monitor employee tardiness, absentees and other violations to Company rules violations

· Prepare and release Inter office Memo, Company rules Violation Memo and alike

· Issuance Company ID, Certificate of Employment and other forms or Request letters
· Issuance and Monitoring of Separation Clearance Forms, Violation / Incident Report Forms and other Forms

· Conduct orientation for new employees 
· Receive or Transfer documents to / from clients

· Assist in Investigation regarding incidents and violations to Company rules and regulations
· Assist HR Department in any other task given or ask
· Answer any inquiries or concerns from employees and clients
HR Staff – Record Maintenance

RMP Manpower Services
MCU Compound, EDSA, Monumento 084 Caloocan City Metro Manila
July 11, 2013 to November 12, 2013

+ 63(2) 364-8575

· Deployed at King Sue Ham & Sausage Co. Inc. as HR Staff – Record Maintenace
· #408 Tandang Sora St., corner 1st Avenue, West Grace Park, Caloocan City, Philippines 1400
· Maintain and update employees 201 files/ plantilia master file

· Conduct Contract Singing for new, contractual and probationary employees

· Assist separated employees for processing their clearance

· Prepare Monthly Employee Evaluation

· Prepare Notice of Appointment for new employees

· Prepare Request letters for Promodisers / Merchandisers 
· Assist HR Department in any other task given or ask
INTERSHIP / ON THE JOB TRAINING

Scope Works Asia Inc. 

8th Floor Citibank Center, 8741 Paseo de Roxas, Salcedo Village Makati City, Philippines
June 04, 2012 to July 13, 2012 (100 hours)       

+63(2) 751-1200 to 02
· Assist in Compensation and Benefits

· Answer incoming calls
· Assist in some employee concerns
· Filing of employees documents
Clinic of the Holy Spirit

No. 4 Los Angeles St. Brgy Immaculate Conception, Cubao, Quezon City, Philippines
October 29, 2012 to November 11, 2012 (100 hours)
+63(2) 721-7180
· Patient interactive activities (e.g. Socialization and strolling activities)

· Case reports, behavioral observational reports and Psychological test, administration, scoring and interpretations
EDUCATIONAL ATTAINMENT

Tertiary level

:
Lyceum of the Philippines University





Manila, Philippines





Bachelor of Science Major in Psychology





2009 to 2013 

Secondary level
:
Timoteo Paez Integrated School (High School Level)




Manila, Philippines





2005 to 2009

Primary level

:
Dagat Dagatan Elementary School








Navotas City, Philippines





1999 to 2005
PERSONAL INFORMATION

Gender

:
Female


Age

:
21 years old
Birth Date
:
December 26, 1993
Birth Place
:
Manila, Philippines
Citizenship
:
Filipino


Civil Status
:
Single




*List of other information’s are available upon request.
I hereby certify that above information is true and correct.
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