	Katrina 

Availability: I can start for work as soon as possible.
	
	PERSONAL DATA

	Age: 
	30

	Date of Birth: 
	Aug 22, 1985

	Gender: 
	Female

	Civil Status: 
	Single

	Height: 
	167.68 cm

	Weight: 
	57 kg

	Nationality: 
	Filipino

	Religion: 
	Christianity – Catholic

		

	WORK EXPERIENCE
I have been working for 1.92 year(s).
1.
Position: 
Admin/HR Personnel
Duration: 
Oct 2014 - Apr 2016 (1.5 yrs) 
Company: 
LBPI Design International Inc.
Company Industry: 
Architectural Services / Interior Design
Location 
#07 Sheridan St., Brgy. Highway Hills Mandaluyong City, Philippines
Department: 
Administrative/Human Resource
Job Description: 
Answering employee questions

Processing incoming mail

Maintaining computer system by updating and entering data

Setting appointments and arranging meetings

Compiling reports and spreadsheets and preparing spreadsheets

Provides payroll information by collecting time and attendance records.

Submits employee data reports by assembling, preparing, and analyzing data.

Maintains employee information by entering and updating employment and status-change data.

Maintains employee confidence and protects operations by keeping human resource information confidential.

Provides payroll information by collecting time and attendance records.
2.
Position: 
HR Assistant
Duration: 
Nov 2013 - May 2014 (0.5 yrs) 
Company: 
AMA Computer College
Company Industry: 
Education & Training Services
Location 
ICBC Bldg. Gomez St., Brgy. Ortiz City Proper, Iloilo City, Philippines 
Department: 
Human Resource Department
Job Description: 
Job Description
Recruitment/New Hire Process
·         Participating in recruitment efforts
·         Posting job ads and organizing resumes and job applications
·         Scheduling job interviews and assisting in interview process
·         Collecting employment information
·         Ensuring background and reference checks are completed
·         Preparing new employee files
·         Overseeing the completion of compensation and benefit documentation
·         Administering new employment assessments
Payroll and Benefits Administration
·         Processing payroll, which includes ensuring vacation and sick time are tracked in the system
·         Facilitating resolutions to any payroll errors
·         Participating in benefits tasks, such as claim resolutions, reconciling benefits statements, and approving invoices for payment
Record Maintenance
·         Maintaining current HR files and databases
·         Updating and maintaining employee benefits, employment status, and similar records
·         Maintaining records related to grievances, performance reviews, and disciplinary actions
·         Performing file audits to ensure that all required employee documentation is collected and maintained
·         Performing payroll/benefit-related reconciliations
·         Completing termination paperwork and assisting with exit interviews
EDUCATION
 
Highest Education
Second Highest Education
Education Level: 
Bachelor's / College Degree
High School Diploma
Education Field: 
Others
Course: 
Psychology
School/University: 
University Of Iloilo
University Of San Agustin
Location: 
Iloilo City, Philippines
SambagJaro, Iloilo City, Philippines
Date: 
Jun 2010 - Oct 2012
Jun 1998 - Mar 2002
SKILLS
Skill
Level of Proficiency
Remarks
1
Communication
4 - Advanced
-Excellent in presenting and communicating complex ideas clearly -Friendly and open-minded
2
MS Office Application (Word, Excel, Powerpoint)
4 - Advanced
LANGUAGES SPOKEN
Language
Proficiency Level
(5=Excellent; 1=Poor)
1.
English
5
2.
Tagalog
5
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