 
Dear Hiring Manager,
 

Please find enclosed my CV for consideration for the position of HR/Admin. I have over 10 years of work experience as HR Recruiter in several multinational companies in the Philippines.
 

The nature of my degree course which is Bachelor’s Degree in Psychology has prepared me for this position. It involved a great deal of independent research, requiring initiative, self-motivation and a wide range of skills. You will see after reviewing my CV that I have made numerous contributions to my previous employer in the Philippines. These accomplishments are derived from my exceptional interpersonal and communication skills, strong attention to detail, and unparalleled work ethic. 
I would be able to take on the responsibility of this position immediately and have the enthusiasm and determination to ensure that I make a success of it.
 

Thank you for taking the time to consider this application and I look forward to hearing from you in the near future.

 

 

	 
	

	
	


	Experience
	 
	 

	Feb 2013 - Mar 2016
	HR Assistant
Convoy Marketing Corporation

Philippines

	
	· Sources, screens, interviews and endorses qualified applicants
· Conducts orientation to hired applicants and endorse them for training
· Discuss requirement processing procedures to newly hired employees
· Ensures government benefit documents are completed and filed for newly hired employees
· Maintain an up-to-date and complete 201 file of employees
· Maintain a detailed and updated employee master list
· Keep track of employee tenure duration
· Prepares uniforms, contracts, and IDs for issuance to new employees
· Timekeeping and payroll computation
· Checks daily attendance for tardiness and unauthorized absences monitoring
· Issues notice to explain memos to employees who violated company rules and regulations

· Process clearances for separated employees

· Other related tasks that may be assigned by the HR Manager from time to time



	Aug 2011 - Feb 2013

	HR Assistant
Multi Merchantrade, Inc. - Budgetlane Supermart

Philippines

	 
	· sources, screens, interviews and endorses qualified applicants
· conducts orientation to hired applicants and endorse them for training
process allowance release for trainees
· discuss requirement processing procedures to qualified trainees
· ensures government benefit documents are completed and filed for newly hired employees
· maintains an up-to-date and complete 201 file of employees
· maintains a detailed and updated all employee master list
· prepares uniforms, contracts, and IDs for issuance to new employees
· timekeeping
· checks daily attendance for tardiness and unauthorized absences monitoring
· issues notice to explain memos to employees who violated company rules and regulations
· process clearances for separated employees
· other related tasks that may be assigned by the HR Manager and Chief HR and Admin Officer from time to time

	Aug 2010 - Aug 2011
	HR Assistant
European Motors Philippines Corporation

Philippines

	 
	· sourcing of applicants thru different job portals and newspaper job ads
· sources, screens, interviews and endorses qualified applicants
· prepares hiring documents
ensures government benefit documents are completed for newly hired employees
· maintains an up-to-date and complete 201 file of employees
· maintains a detailed and updated all employee master list
· prepares uniform, identification card for issuance to new employees
· timekeeping and payroll processing
· monitors daily attendance and authorized and unauthorized absences
· issues memos to staff/s who violated company rules and regulations
· process clearances of separated employees
· other related tasks that may be assigned by the Company President from time to time

	 
	 
	 

	Aug 2007 - Jul 2010

	Store Operations Assistant
Core Lifestyle Clothing, Inc.

Philippines

	 
	· make sure that boutique needs and concerns are solved a.s.a.p.
· manages petty cash reimbursements and liquidations
· interviewing of applicants for sales crew position
· handles boutique customer complains
· processing documents/permits needed for boutique opening
· requisition of insurance coverage’s for boutiques and contractors
· processing of payments for BTQ construction
· material gathering for brand events
· event coordination

	 
	 
	 

	Sep 2005 - Aug 2007

	Recruitment Assistant
Espritreneur, Inc.

Philippines

	 
	· sourcing of applicants
· conducting initial interviews
· administering psychological tests (psychometrics)
· evaluation and interpretation of test results
· endorsement of candidates to different clientele
· orientation of newly hired employees
· monitoring of contract durations for contractual employees

	 
	 
	 

	Education

	2001 - 2005
	Pamantasan 
Bachelor’s Degree in Psychology
Philippines

	Skills

	Advanced
	General HR

	Intermediate
	Recruitment and Selection

	 
	
	 

	Languages

	Proficiency level: 0 - Poor, 10 – Excellent

	Language
	Spoken 
Written 

	Filipino (Primary)
	   10 
   10

	English
	    9  
    9
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