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Objective

To obtain a position that will enable me to use and enhance my knowledge and skills provided by my work experience.
Summary of Qualification

· Good knowledge and background on admin industry.

· Knowledgeable with the different programs of Microsoft Office (i.e. MS Word, Excel, PowerPoint, Outlook).

· Hardworking and eager to gain new knowledge and skills.

· Well adept in handling pressures and optimist in dealing with changes and new challenges.

· Can work under a stressful and demanding work environment. 
Work Experience
March 1, 2014 to February 21, 2015

Secretary/Document Controller
Dubai UAE
· Document controland distribution of all files to corresponding reference

· Prepares letters, memorandum, etcetera as per requirements of Project Manager

· Filling of all relevant project documents

· Performs other function that maybe assigned from time to time like data entry, record updates, requisition of office supplies, etcetera
· Ensures that all inputted information and relevant updates are on time and accurate

September 13, 2010 – April 13, 2013
HR Assistant – ABS HR Scheduling Admin

ACCENTURE

McKinley Hill
· Provide assistance in maintaining employee’s project assignment record in company systems such as but not limited to Abacus DSM module.

· Provide assistance in maintaining project demand-supply information in Abacus system.

· Provide assistance in CV/Resume downloading and completion monitoring.

· Provide assistance in generating reports.

· Provide assistance in other demand-supply management related process.

· Provide assistance in other general HR related tasks/process as directed by project lead/manager.

· Be a Subject-Matter-Expertise (SME) POC in some of the process with low complexity.

· Execute process accordingly to achieve the desired end-results or target goals.
April 5, 2010 – August 31, 2010
HR ITO Community Assistant

People4People
Destination: ACCENTURE
MakatiCity

Nature of role similar to HR BPO Community Assistant (details below)
October 1, 2007 – March 30, 2009

HR BPO Community Assistant

Corporate Executive Search Inc

Destination: ACCENTURE
MakatiCity

· Maintains & monitors the BPO Community Site  

· Updates and monitors online registration links/surveys for BPO Community offerings (takes care of opening/closing registration links as scheduled)

· Updates site contents by closely coordinating with the BPO Community Leads & Officers

· Assists in the sourcing of vendors for monthly/quarterly workshops & movie offerings 

· Assists in manning the registration of workshops and other community events

· Assists in drafting/monitoring the BPO Community announcements for inclusion to the weekly BPO Community Digest 

· Assists in drafting postcards for special community events/activities

· Performs pivot checks to registration data of all BPO Community activities to determine the people who qualify and do not qualify as participants (based on enrollment guidelines, cut-offs, etc.) 

· Releases the enrollment confirmation and regret notices for all BPO Community offerings/activities

· Collects, consolidates, and summarizes evaluation forms (workshops)

· Responds to general queries of BPO employees regarding community guidelines

· Prepares the monthly report/metrics on Community 

· Coordinates the proper arrangement of venue reservations and food orders

· Maintains Community files and documents 

· Facilitates the processing of check requests/billing payments

February 14, 2006 – March 30, 2007

HR Assistant – Employee Relations
Corporate Executive Search Inc

Destination: ACCENTURE

MakatiCity

· Completes all administrative tasks around the operation support of designated workforces/workgroups
· Filing of employee related documents
· Performs other function that maybe assigned from time to time like encoding updating of records, prepare office supplies, etc.

· Ensures that all the input information and relevant updates are accurate

· Facilitates the processing of check requests/billing payments
· Coordinates the proper arrangement of venue reservations and food orders
· Responds to daily inquiries from HR Representatives and employees relating to personnel administration

· Assists with and respond to ad hoc requests from within and outside of immediate team, providing either data requested such as ad hoc queries that can be used by the requestor 
Nov. 17, 2004-Feb. 17, 2005

Data Encoder

CEMEX Philippines

Makati, Metro Manila

· Encoding of records.

· Ensures that all the input information and relevant updates are accurate
· Performs such tasks as keeping of records or filing

· Performs other function that maybe assigned from time to time like encoding updating of records, prepare office supplies, etc.

July 10, 2000 – March 14, 2001

Clerk 1
Psi Technologies Inc.
FTI complex Taguig Metro Mania
· Provides the general administrative support

· Performs such tasks as keeping of records or filing

· Performs other function that maybe assigned from time to time like encoding updating of records, prepare office supplies, etc.

Education
College

Bachelor of Science in Computer Science

College of the Immaculate Conception

Cabanatuan City N.E. (1998-2000)


Vocational

Associate in Computer Science

System Technology Institute

Cabanatuan City N.E. (1996-1998)

Secondary

College of the Immaculate Conception

Cabanatuan City N.E. (1991-1995)

Elementary

College of the Immaculate Conception

Cabanatuan City N.E. (1985-1991)

Personal Data

Date of Birth 
…………….
May 10, 1978

Place of Birth…………….
Malolos Bulacan

Civil Status 
…………….
Single
Nationality 
…………….
Filipino

Religion 
…………….
Roman Catholic

Height 
…………….
5’1

Weight 
…………….
104 lbs
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