Human Resource Department

Dear Sir/Ma’am:
A pleasant day to you, I am an individual who is passionate about helping others. I would like to express my outmost interest to be part in your team in which my education and work experienced will have a valuable application.
I graduated having Bachelors degree in Information Technology from Pamantasan ng Lungsod ng Pasig in the Philippines. 
During my office experienced, I gained the following skills below that are transferable to the role that I am applying.
· Dealing with customers, members and supervisors over the telephone as well as face to face in a proper way. 
· Good personality and feel that I am very through and efficient in my work.
· Can handle and prioritize work even under pressure. 
· Can do Multitasking. Hardworking. 
· Fast Learner and can be easily trained. 
· Flexible and willing to try new things. 
· Positive thinker, Cheerful, Friendly, Dependability, Attention to Detail. 
I am a very organized person who communicates well with others. I manage my time and workload well and have a presentable and professional nature. I am keen to learn any new skills that I need to ensure that my work is done effectively and efficiently. And I will give assurance that being responsible, friendly, positive, committed and respectful are my important values in my work.
If you believe, like I do, that my qualifications are of value to your team, I am hoping for a chance of having a personal interview at your most convenience and would be able to start with one weeks’ notice. I am enclosing my curriculum vitae for your review. 
Thank you for your time and consideration in taking time to read my letter and CV. I am looking forward to your positive response.
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Career Goal:
 I want to work in a company where I could practice and develop my skills and gain experience aside from my course, and be able to broaden my horizon and meet people of different walks of life, thus improving my social skills and personality.
EDUCATIONAL BACKGROUND 

College Degree
Field of Study:

Bachelor of Science in Information Technology
Institute/University:
Pamantasan ng Lungsod ng Pasig




Covered Date:

June 2005 – March 2009
JOB EXEPERIENCE
Company name:
Gorgeous Legend Business Solution Inc.
(Formerly: Interactive Business and Network Alliance INC.)
Department:

Monitoring Department
Position Title:

Assistant Team Leader / Staff Scheduler
Location:

Makati City, Philippines
Duration:

June 2010 – February 2016
Work Description:

· Scheduling Responsibilities:
· Prepares schedule every week for all Monitoring staff.

· Prepares staff vacancy reports on a weekly basis.
· Keeps all changes up to date.

· Keeps record of staff vacations for scheduling. Ensures coverage for all staff leave requests.

· Keeps Holiday sign-up sheets for holiday schedules and make sure that it’s individually balance.
· Staff Performance Appraisals:
· Maintains monthly record of performance appraisals due.
· When appraisal is completed by Supervisor makes copy for personnel file and sends original to HR.
·  Records date of completed performance appraisals.
· Payroll Responsibilities:
· Checks payroll hours periodically over the two week period.

· Does payroll worksheet.
· Keeps track of missed punches and corrects exception reports when necessary.

· Maintains attendance record on each Monitoring employee.
· Assistant Team Leader Function:
· Provide precise, immediate and accurate services to our customers.

· Part in making decisions regarding what a particular team does.

· Have full of control over the team when the Team Supervisor is not around. 
· Have responsibility for making sure that the rest of the team is following rules and regulations. 
· Have responsibility to observe the members for their performance and writing a report to Team Supervisor. 
· Work longer hours than the other team members.
· Have good conflict resolution skills and good leadership skills. 
· Communicate clearly to team members to accomplish one goal.
Company name:
LANDBEES Corporation (Subsidiary of MERALCO)

Department:

Meralco Legal Clerical Services Project
Position Title:

Encoder / Clerk - Reliever
Location:

Ortigas Avenue, Pasig City
Duration:

November 2009 – January 2010
Work Description:
· Assist the other staffs with their jobs.

· Do the reports that were needed.
· Responsible for receiving calls coming from the customers or other departments.
· Able to make a response in the inquiries of the customers.
· Making sure that all the reports was already done and submitted on time.

· Make sure that the files are organized and in proper position.
Company name:
Financial Intelligence Institute
Department:

Sales Department
Position Title:

Account Supervisor
Location:

Ortigas Avenue, Pasig City
Duration:

July – September 2009
Work Description:
· Promote the products of the company.

· Search or conduct a research where we can promote our products.

· Conducts an appointment for the possible customer.

· Do the presentation and conduct a meeting with the customer
· Do the reports needed.

· Finds people who can be one of us.
· Conducts interview with the applicants.

Company name:
MERALCO (Manila Electric Railway & Light Company)
Position Title:

On-the Job Training
Location:

Ortigas Avenue, Pasig City

Duration:

January 2009 – May 2009
Work Description:
· Able to help the other employee with their job.
· Able to do a report that was needed.

· Making sure that the computer equipment of the company was in good condition.

· Able to make a response in the inquiries of the customers.
· Deliver computer equipments in designated departments that it was needed.
SKILLS 

· Good in written and oral presentation (Filipino & English).
· Computer Literate(Microsoft Office & Windows)
· Able to get along well with others and accept supervision.

· Flexible and willing to try new things.

· Learned discipline, teamwork, how to follow instructions and hard work.

· Outgoing, reliable, ambitious and have work ethic.
TRAINING and SEMINARS ATTENDED
	English Fluency 3: Giving Opinions and Advice Professionally

September 29, 2015

Robinson Summit Center, Paseo de Roxas, Makati City
	Business Writing

September 7, 2015

Robinson Summit Center, Paseo de Roxas, Makati City

	How to be Independent & Pro – Active Employee

July 7, 2015

Robinson Summit Center, Paseo de Roxas, Makati City


	How to be Independent & Pro – Active Employee

July 7, 2015

Robinson Summit Center, Paseo de Roxas, Makati City

Summit Center, Paseo de Roxas, Makati City

	Emotional Intelligence

June 15, 2015

Robinson Summit Center, Paseo de Roxas, Makati City


	Goal Setting

March 26, 2015

The Enterprise Building Ayala Avenue, Makati City



	Professional Communication 101 (Advance)

May 06, 2014

The Enterprise Building Ayala Avenue, Makati City


	Basics of Leadership Workshop

November 12, 2012

City Garden Hotel Makati City



	Call Center Training Program

June 2009

Richmonde Plaza San Miguel Ave.

Ortigas Center,Pasig City


	Advance Java Programming and Introduction to XML and JAXP

February 9,2008

VPE Hall, Pamantasan ng Lungsod ng Pasig



	Scientific Grammar for Effective Written and Oral Communication

March 17,2007

U.P. Alumni Benitez Center, University of the Philippines Diliman, Quezon City


	2nd Annual ICT Industry Trends Watch 

Topics: Web Page Design using Adobe and Macromedia

February 15, 2007

Pasig Convention Center



	Principles of Graphics Design

July 19,2006

7th Floor Eusebio Hall, Pamantasan ng Lungsod ng Pasig
	Business Writing

September 7, 2015

Robinson Summit Center, Paseo de Roxas, Makati City


PERSONAL INFORMATION
Age:


26 years old

Date of Birth:

26 August 1989

Gender:

Female
Height:


5’4”

Weight:

127 lbs.
Civil Status:

Single[image: image2.png]



