DAWIT
Dawit.355473@2freemail.com

EMPLOYMENT HISTORY
Human Resources Assistant
Supplies Station, Inc. (SM Stationery)

Human Resources Department
July 15, 2014 to January 10, 2017
    Duties and Responsibility:

· Processing of daily attendance

· Processing of payroll reports
· Assisting employees regarding timekeeping, payroll, recruitment and deployment concerns

· Filing and retentions of timekeeping documents

· Recruitment and selection

· Prepares contracts and entry letter of newly hired employee
· File and maintenance of personnel records
· Monitor monthly manpower

· Monitor vacation leaves and sick leaves
· Registration and updating of employees Government numbers (TIN & PHIC)
· Audits of employee attendance record for SL conversion and crediting of new SL / VL

· Allocation of annual uniform issuance
Office Staff
PV Tech Pte., Ltd.

FSQ Section
December 06, 2012 to July 05, 2014

    Duties and Responsibility:

· Conduct brief pre-deployment orientation
· Administer exit clearance to the resigned and finished contract members

· Assist members regarding their concern and coordinate it to HR/ Accounting Department and vice versa (Compensation & Benefits)
· Prepare staffs shifting schedule and monitor overtime
· Answer calls and direct calls to concern person

· Monitors and request of office supplies and equipment
· Make and monitor production report as well as attendance report
· Monitor employees perfect attendance for the issuance of Certificate of Appreciation, also prepare and make certificates
· Coordinate car schedule & reservation for the Japanese Advisers & Assistant Manager

· Encoding and filing of minutes of the meeting
· Control and monitor the issuance, verification and outside calibration of measuring equipment
· Filing and retention of all controlled documents
SKILLS AND QUALIFICATION

· Can adapt easily to the environment

· Have a good interpersonal and communication skills
· Fast learner, well-motivated and results driven
· Knowledgeable in computer, software and internet application especially MS Office (Word, Excel and Power Point)
· Knowledgeable in HR Systems and Software application (Oracle, SQL Database, HRIS)

· Can multitask, work under pressure and with minimum supervision
· Organized and detail oriented

· Can handle employee / customers related issue or complaint

· Energetic and team player
EDUCATIONAL ATTAINMENT 

Bachelor of Science in Business Administration
Major in Human Resource Development Management
Polytechnic University of the Philippines
Maragondon Campus, Cavite, Philippines
SY 2008 - 2012
PERSONAL INFORMATION
Birthdate

:
April 19, 1992

Birthplace

: 
Manila, Philippines

Age


: 
24 years old

Gender

:
Female

Nationality

: 
Filipino

Height


: 
5'3"

Weight


: 
45 kg

