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	OBJECTIVE:   Desires to obtain a School Counselor position or any job that is suited to my qualifications and experience as a registered Guidance Counselor

	education

	
	Graduate School  
2010-2013                                                                                                         
      Holy Angel University

      Sto. Rosario St. Angeles City

      M.A. in Guidance and Counseling

Tertiary

2004-2008
	

	
	University of the Philippines Diliman (UPDEPP)

	
	Clark Freeport Zone, Clark, Pampanga

	
	Bachelor of Arts in Psychology

	
	· Graduated Cum Laude (Batch 08’ Valedictorian)
· Civil Service Eligible (HGE)

	

	
	Secondary

2000-2004
	

	
	Holy Angel University

	
	Sto. Rosario St., Angeles City

	
	· Graduated with High Honors

	
	

	
	Primary

1994-2000
	

	
	Dau Central  Elementary School

	
	Dau, Mabalacat, Pampanga

	
	· Graduated Seventh Honorable Mention (SPED Class)

	EXPERIENCE

	
	Value Shop Market!Market! (Retail Business)

	                May 2008 – May 2010

	
	HR Management Trainee

	
	· Exposed in all areas of Human Resources such as Timekeeping, Recruitment and Placement, Training and Employee Benefits.

	
	· Had hands on experience in each area for five months.

	
	· Was well oriented with the different department of a retail store.

	
	

	
	Training Assistant

	
	· Conducts company orientation to new employees.

	
	· Monitors employees’ performance in the selling area.

	
	· Initiates TNA (Training Needs Analysis) and formulate training modules.

	
	· Encodes employees profile to Personnel Management System.

	
	· Conducts store tour of new applicants.

	
	· Facilitates Performance Appraisals to all regular employees.

	
	· Facilitates seminars and trainings for employees.

	
	

	
	Recruitment and Training Assistant

	
	· Monitors manpower budget of the store.

	
	· Conducts recruitment process from physical screening, exam and final interview both for selling and back office vacancies.

	
	· Conducts target selection.

	
	· Makes recruitment reports.

	
	

	
	HR Liaison Officer-trainee

	
	· In-charge of the overall HR functions from recruitment, training, timekeeping, employee relations, job analysis and employee benefits.

	
	· Facilitates training and seminars to develop employees’ performance.

	
	· Monitors employees conduct and align it with the company’s mission and vision.

	
	· Monitors personnel movements.

	
	· Makes monthly reports to be submitted to HR Corporate.

	
	Envirocycling Fiber Inc.  (Trading)                                                                                                  June 2010-July 2011                                 
              HR Supervisor
· In-charge of the overall HR functions from recruitment, training, timekeeping, employee relations, job analysis and employee benefits.

· Facilitates training and seminars to rank and file and supervisory employees.
· Coordinates with manpower agencies for agency-hired employees.
· Conducts routine inspections to all of the company’s branches/warehouses.
· In-charge with employee discipline (processing Discipline Reports, NDR, and NDA)

· Makes monthly HR reports 
· Communicates with top management regarding human resources issues and concerns.

Holy Angel University Laboratory Elementary School                                              July 2011 to May 2014
Guidance Counselor
· Conducts guidance and counseling services such as orientation, individual and group counseling, group guidance activities, individual inventory, and career guidance.
· Creates modules and programs that are appropriate to the students’ needs

· Conducts evaluation of programs and activities of the Guidance Office

· Ensures proper conduct of counseling services to students

· Conducts routine interview to students
· Refers student’s to allied professionals if deemed necessary
· Ensures that annual departmental plans and goals are accomplished

· Coordinates with teachers/ personnel for the implementation of activities and programs
Holy Angel University (College of Engineering and Architecture)                          June 2014-Ocotber 2015

Guidance Counselor

Holy Angel University (Psychology Department)                                                      June 2013 to October 2015
Part-time Instructor

· Teaches General Psychology and counseling-related subjects to college students.
                                                                                                                                           October 2015 to present
Guidance Counselor  (Elementary to High school)
· Conducts guidance and counseling services such as orientation, individual and group counseling, group guidance activities, individual inventory, and career guidance.

· Creates modules and programs that are appropriate to the students’ needs

· Conducts evaluation of programs and activities of the Guidance Office

· Ensures proper conduct of counseling services to students

· Conducts routine interview to students
· Refers students  to allied professionals if deemed necessary
· Ensures that annual departmental plans and goals are accomplished

· Coordinates with teachers/ personnel/administration  for the implementation of activities and programs
· Teach Character Education to High School students

	
	


KNOWLEDGE AND SKILLS: Transcription, Research writing, Developing Career and Guidance Programs, Conducting Assessments, Counseling, Creating Guidance Curriculum, Conducting and Facilitating Seminars, Computer Literate, Proficient in English Language
CHARACTER REFERENCES:

Available upon request
This is to certify that the information stated above is true and is written with utmost honesty.
Ma. Norelyn M. Cacay,MA,RGC
Applicant
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