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Kattrina 
OBJECTIVE

To be able to work for a company that will make me grow professionally, personally and will utilize my full potential.
SKILLS




· Proficient in English and Filipino

· Apt in handling people with different backgrounds.

· Ability to lead a team towards a singular goal.
· Proficient in the use of MS Office Applications such as MS Excel, Word, Power point, and Publisher.
· Proficient in oral and written communication.

· Highly analytical and logical person.

WORK EXPERIENCE

RECRUITMENT





HR Consultant





July 2015 – May 2016
JOB DESCRIPTION AND RESPONSIBILITIES

· Post recruitment advertisements thru internet and other recruiting sources

· Conducts initial interviews and follow ups with candidates.
· Work with client companies, building relationships in order to gain a better understanding of their recruitment needs and requirements.

· Screen candidates, interview them, do background checks and match them to their clients.

· Provide advice to both clients and candidates on salary levels, training requirements and career opportunities.
· Responsible for searching candidates and matching them to temporary or permanent positions with client companies.
· Perform other HR duties as directed.
WORK EXPERIENCE

BDO UNIBANK, INC.




Jr. Assistant Manager




October 2012 – July 2015

JOB DESCRIPTION AND RESPONSIBILITIES

· Ensures that association/subdivision dues and other related fees/dues pertaining to the Bank properties (ROPA & Capital Assets endorsed to AMG) are paid on or before due date.

· Initiates request for waiver of unpaid dues and penalties, if there’s any, for properties that are newly possessed, left by former owner or left unoccupied / vacant.

· Ensures that discount / reduction on annual dues offered by homeowners associations are availed of, by immediate review of request for early payment.

· Review/scrutinize Statement of Account for reimbursement from buyers to be released to   SDCD.

·  Prepares Check Request Forms/Credit to Account for the immediate settlement of the unpaid maintenance   expenses.

·  Participates/attend to regular/annual membership meetings with the homeowners’ associations.

·  Communicates with the homeowners' associations with regard to status of ownership (newly acquired or already sold) of Bank properties.

·  Request for the Issuance of Clearance / Certificate of Management for newly acquired properties for consolidation of titles and of sold properties.

·  Other functions that maybe assigned from time to time.

WORK EXPERIENCE
 
Cityland Group of Companies – Cityland Incorporated




 Collection Supervisor





 October 2009 – August 2012
JOB DESCRIPTION AND RESPONSIBILITIES
· Supervision of verification staff.
· Control of returned checks which includes sending of notices, clients follow ups and monitoring of checks to be redeposited.
· Computation of statement of accounts for clients that will pay in full.
· Checking of clients’ manual history of payments.
· Verification of all payments.
· Analysis of clients’ history of payments.
· Checking of list of maturing checks.
· Monitoring and computation of penalties for late reservations and down payments.
· Preparation of weekly and monthly report of returned checks.
· Preparation of statement of accounts for underpayments.
· Assisting of clients. ( walk-in and phone calls )
· Knowledgeable in preparation of clients’ statement of accounts.
WORK EXPERIENCE

Amkor Technology Philippines 
                                                      Sucat, Paranaque Phil.

                                                      Secretary /Accounts Assistant
                                                     June 2007 – August 2009
· Efficiently taking all calls and transferring calls to the appropriate personnel. 

· Maintains registers for visitors, and keep track of callers' names, contact details, purpose of calls, company names. 

· Greet, assist and direct visitors, clients and suppliers. Distribute mails to the corresponding person. Check and distributes faxes received. 

· Maintain the general filing system and file all correspondence, incoming and outgoing fax. 

· Assist in the planning and preparation of meetings. 

· Monitor the daily schedule of the General Manager and furnish required information or documents for meeting and other appointments. 

· Coordinate and make travel arrangements (flight, hotel bookings and visa applications) for the General Manager and Staff. 

· Maintain and update staff personal files. Responsible for preparing quotations, minutes of meeting, memos and other business correspondence. 

· Maintain and update sensitive and confidential files, legal papers, contracts and agreements and business license. 

· Responsible for monitoring and purchasing of office supplies and equipment’s stock. 

· Checking all office equipment’s to be in working condition. 

· Handles petty cash and prepares expenses report.

· Monitoring issued cheques and tracking the Monthly Bank Statement. 

· Responsible for receiving the payments cheque / cash from the Client. 

EXTRACURRICULAR ACTIVITIES





Lyceum Psychology Society (LPS)





4th Year Representative, Lyceum of the Philippines University





2006-2007





Junior Handwriting Analyst





Member, Handwriting Institute




2007-present

EDUCATION


Lyceum of the Philippines University




Bachelor of Science major in Psychology





Intramuros, Manila





2003-2007

PERSONAL BACKGROUND





Birthday

April 30, 1986





Birthplace

Sta. Magdalena, Sorsogon





Marital Status

Single





Nationality

Filipino





Religion

Christian




Visa Status

Tourist Visa (3mos)
                                                          (Reference is available upon request)
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