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OBJECTIVE :
To obtain a position that will enable me to use my strong organizational skills, educational background and ability to work well with people. To contribute to the growth of the company and to achieve professional growth and personal development as well.

Educational Background


Asian Institute of Computer Studies


Associate in Computer Science


Year Graduated: 2001


New Era University


Course: BS Psychology



Year Graduated: April 2010



Work Experiences


Company
:
General Metal Container Corp. of the Philippines


Position

:
HR Assistant (May 7, 2012 to April 11, 2015)
HR Assistant  – Project Based (May 11, 2015 to December 22, 2015)

JOB DESCRIPTION:
· Responsible for recruitment of production workers – conducts interview, gives exam and endorse applicants for training
· Monitoring of employees’ end of contract and ensuring the replacement as per departments' request.

· Conducts general orientation to newly hired employees and facilitates signing of contract.
· Conducts background check/employment verification.

· Preparation of Deployment Report and Monthly Report.

· Assist employees in signing on payroll list and assist in releasing of salaries.

· Provides administrative support such as filing and processing of employees documents and prepares correspondences
· Monitors attendance and leave of absences for all regular employees and provides assistance in timekeeping.

· Monitoring of office supplies and requests for its replenishment.
· Assist in planning and preparation for company activities.
· Telephone Operator
· Does other tasks that may be assigned.


Company
:
Commander Group of Companies


Position

:
Recruitment Officer (Aug 2011- Feb 2012)
JOB DESCRIPTION:
· Procurement of manpower (recruitment).

· Documentation and background check of new employees.

· Monitoring of active and inactive security personnel.

· Assist the operation in its daily requirement of manpower.

· Submit daily report to the admin.
· Does other tasks as maybe assigned.


Company
:
Maynilad – South Caloocan Business Area


Position

:
Admin Analyst/Receptionist (June 2010 – July 2011)

JOB DESCRIPTION:
· Handles front desk reception – greeting customer and visitors and directs them to person of concern

· Answer telephone calls and coordinates with concerned offices on received complaints and queries of customers.
· Work hand and hand with security personnel by giving visitors badges and monitoring logbook.
· Records and responds to routine correspondences.

· Ensures distribution of important messages to concerned individuals for implementation or action.

· Maintains a systematic file of all documents.
· Provides administrative support to Zone, Technical and Commercial Management. 
· Assists in the implementation of personnel or employee programs; ensuring compliance with company policies and procedures.

· Provides administrative support such as maintenance and filing of personnel records, processing and encoding of personnel documents.

· Monitors inventory of tools, equipment and water meters. Monitors return of excess and defective stocks.

· Monitors inventory of office supplies and its replenishment
· Arrange meetings and ensure attendance of concerned personnel.

· Does other related tasks as maybe assigned.

Company
:
Freeway (Elite Garments)

Position

:
Sales Personnel In Charge (April 2006 to May 2008)
JOB DESCRIPTION:
· Assist customer needs and ensure 100% customer satisfaction.

· Receives deliveries and uploads them in the system.

· Pull out items for transfer, alteration, and washing.

· Attends weekly meeting and bi- annual meeting.

· Prepares daily time records and submit to head office for payroll purposes.

· Performs physical inventory of all stocks.

· Ensure that daily sales quota is achieved.

· Oversee staffs and evaluate their performance.

Company
:
Philippine Batteries Incorporated


Position

:
Data Encoder (Feb 2003-July 2003)
JOB DESCRIPTION:
· Generates maintenance activities (thru SAP) to be performed in each machine and distributes lists to person incharge.

· Gathers data of the maintenance activities done and confirms the same in SAP.

· Prepares monthly report/summary of maintenance activities completed.

· Receives telephone calls and transfer it to concerned individual.

· Provides administrative support such as filing and processing of personnel’s documents.

· Acts as secretary to the Department Heads.

· Monitor inventory of supplies and request for replenishments.

· Disseminate important informations and announcements.

· Arrange meetings and ensure attendance of concerned personnels.

· Does other tasks that may be assigned. 
Academic Achievements


Dean’s List




President’s List


2nd Semester 2004-2005



1st semester 2005-2006


President’s List




Dean’s List


2nd semester 2005-2006



1st semester 2009-2010


Best in Psychological Testing


Best Autobiography


1st Annual Psychology Awards


2nd Annual Psychology Awards


New Era University



New Era University


2008-2009




2009-2010

Personal Data
Gender


:
Female

Status


:
Single

Height/Weight

:
5’0” / 98  lbs.






