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CAREER OBJECTIVES


To be able to work in a company where I can contribute my knowledge and will further enhance my skills for career growth and advancement.
EMPLOYMENT HISTORY


Administrative Assistant / HR Assistant
Cutting Edge Material Processing Corporation
Manila, Philippines
August 2014 – July 2016
· Explain company personnel policies, benefits, and procedures to employees or job applicants.
· Process, verify, and maintain documentation relating to personnel activities such as staffing, recruitment, training, grievances, performance evaluations, and classification
· Interview job applicants to obtain and verify information used to screen and evaluate them.
· Compile and prepare reports and documents pertaining to personnel activities.
· Select applicants meeting specified job requirements and refer them to hiring personnel.
· Arrange for in-house and external training activities.
· Provide assistance in administering employee benefit programs and worker's compensation plans.
· Prepare badges, passes, and identification cards, and perform other security-related duties.
· Keep track of leave time, such as vacation, personal, and sick leave, for employees.
· Review time sheets, work charts, wage computation, and other information to detect and reconcile payroll discrepancies.
· Verify attendance, hours worked, and pay adjustments, and post information onto designated records.
· Record employee information, such as exemptions, transfers, and resignations, to maintain and update payroll records.
	· Compile employee time, production, and payroll data from time sheets and other records.
Type and distribute minutes of meeting.


Office Clerk / Administrative Assistant
Hoya Glass Disk Philippines

Batangas, Philippines

December 2003 – May 2014

· Perform clerical duties including filing and inventory

· Communicate with customers in order to provide general information

· Operate office machinery such as copier and fax machine

· Type and proofread outgoing correspondence

· Perform additional general office duties such as assisting staff with their specific work when required

· Conduct Orientations for Newly Hired Employees

· Manpower and Man Hour Reports

· Assign in Monitoring of Performance Evaluation of Production Operators.

SUMMARY OF QUALIFICATIONS


· Ability to work with different types of people maintaining a professional character with well developed communication skills

· Proficient in Microsoft Office (Word, Excel and PowerPoint)

· Excellent interpersonal skills

· Positive attitude, proactive, dedicated, flexible and committed to accomplish work assigned

· Highly trainable and willing to learn new skills with the ability to adapt on changes

· Can work efficiently with minimal supervision

· Responsible, Hardworking and career driven

EDUCATIONAL BACKGROUND


· Computer System Design and Programming
AMA Computer Learning Center
Parañaque Manila, Philippines

SY 2009-2011
PERSONAL BACKGROUND


Place of Birth

:
Manila, Philippines

· Age

   
:
34yrs old

· Civil Status

: 
Single
· Languages
   
:
English, Tagalog
· Gender

:
Female
· Notice Period

:
Can join immediately if selected

I hereby certify that the above data are true and correct to the best of my knowledge.

Roselie 
Applicant

ROSELIE 











