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Ms. KARLA 
DUBAI, U.A.E.

Email: karla.280972@2freemail.com 
Visa Status: Visit Visa


OBJECTIVE: 

· Seeking a Human Resources Management position where my professional experience and education will allow me to make an immediate contribution as an integral part of a progressive company

· A position in the Human Resources field where I can utilize proven people-oriented skills to develop and promote a positive work environment 

_____________________________________________________________________________________
WORK EXPERIENCE:

PUREGOLD PRICE CLUB INC. 

General Luna St. Poblacion San Juan Batangas, Philippnes                                                                                       Human Resource Assistant                                                                                                                                            September 07, 2014 up to April 12, 2016

Responsibilities:

· Screening and reviewing resumes of potential applicants

· Scheduling interviews

· Conducting pre-employment background investigation

· Conducting trainings and orientation

· Administration of Psychological Tests

· External Recruitment

· Maintaining employee 201 files and the HR filing system

· Accomplishment of Performance Review (PR)

· Examining employee records to answer inquiries and provide information to authorized persons.

· Preparing Identification Cards of staffs

· Registration of biometrics

· Updating the File Maintenance System (FMSP) and Human Resource Information System (HRIS)

· Timekeeping and Payroll

· Preparing Notice To Explain (NTE), conducting investigation and admin hearing, Issuance of  Disciplinary Action (DA) based on Code of Discipline (COD)

· Submission of HR Reports including Monthly Area Performance and Manpower Complement

· Attending Salary concerns of employees

· Preparing presentations and discussion for a meeting.

· Posting of memo, posters and job announcements

· Coordinating with other agencies

· Counseling employees in relation with their work attitude.

ON-THE-JOB TRAININGS:
NATIONAL CENTER FOR MENTAL HEALTH

Mandaluyong City, Philippines

November 5, 2012 to December 17, 2012

PACIFIC MALL CORPORATION

           
 Lucena City, Philippines

January 16, 2013 to March 6, 2013

_____________________________________________________________________________________
EDUCATION

Tertiary

:  Sacred Heart College, Lucena City



   
   Bachelor of Science in Psychology 



   
  2012-2013

Secondary
:  Manuel  S. Enverga Academy Foundation Inc.



  
   2008-2009

Primary

:  Marcal Elementary School, San Juan Batangas


             

   2004-2005

_____________________________________________________________________________________
TRAININGS AND SEMINARS ATTENDED

Southern Tagalog Group of Psychiatrists, Inc.

“Understanding Addiction”

September 16, 2011, Lucena Philippines

Cordian Psychological Society

“Exploring the Three Fileds in Psychology”

December  2011, Lucena Philippines

Workshop on the Wechsler Adult Intelligence Scale (WAIS)

August 4, 2011, Lucena Philippines

OTHER SKILLS

· Proficient computer literacy 

· Test Administration (with certificate in WAIS-R)

· Excellent Communication Skills (developed through trainings and orientations)

· Flexibility (handled three stores)
ELIGIBILITY

PHILIPPINE CIVIL SERVICE EXAMINATION PASSER (Professional)

PERSONAL DETAILS

Nationality:

Filipino

Age:

               22

Height:


5’1

Languages:

English, Filipino


Date of Birth:

October 10, 1993


Place of Birth:

Manila, Philippines


