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To obtain a position that will enable me to use my skills, educational background, experience and ability to work well with people.
Highlights of Qualification


· Human Resources and Administration

· Recruitment, Selection and Hiring

· Record Maintenance
Professional Experience





Recruitment Specialist / HR Staff


International Wiring Systems (Phils.) Corp. 

January 13, 2015 - January 14, 2017

· Attends and actively participates in sectional meetings.
· Complies with assigned shift schedule, renders overtime when the need arises.

· Performs the following:
Recruitment

· Receives ADB (Authority to Do Business) - coordinates with the departments regarding job vacancies.

· Attends job fair, posts announcements of job vacancies.
· Keeps record of manpower pooling.

· Receives and screen resume or application paper.

· Prepares schedule for submission of resume and testing.



Selection

· Keeps record of monthly inventory of all testing materials.

· Schedules and Administer IQ and Psychological test, image test and walking speed test.

· Checks, scores, evaluates and analyze results of test.

· Schedules and conduct preliminary interview for those who passed the examination.

· Verifies submitted pre-employment requirements.

· Schedule applicants for approval interview.

· Gives pre-employment checklist of requirements to those who passed the approval interview.

· Instruct and assist applicants in acquiring physical exam.

· Checks completeness of the requirements in the checklist.

· Conducts background checking of applicants.



Hiring

· Coordinates with clinic for medical results of applicants.

· Conducts the negative 1-day orientation (issuance of application form-ATM, PhilHealth, PagIbig, BIR; Issuance of uniforms)

· Prepares contract of newly hired employees.

· Prepares and submit transmittal of newly hired employees.

· Prepares, processes and issues employee's ID, proximity cards.

· Updates and maintains 201 records.


Administration
· Schedules assignments of company cars / company drivers for official business trips whenever there is a request.
· Prepares driver's itinerary in duplicate (one copy to be left with the guard) using Forms (Vehicle Gate Pass and Driver's Itinerary) summarizing the trips / instructions to be covered by a driver for a specified date.

· Forwards to the Main Gate Guard the schedule of drivers who arrive after office hours but have a schedule the following day.
Internship

Ecumenical Christian College - High School Department, Tarlac City

Guidance Office, Guidance Personnel (Internship), December 2013 - March 2014
Seminars/Orientations Attended


Clinical Orientation 

Mariveles Mental Hospital, Mariveles Bataan

March 17, 2014

Pre-Employment Orientation Seminar

 Magic Star Activity Center, Tarlac City

February 3, 2014

Labor Education for Graduating Students (LEGS)

Magic Star Activity Center, Tarlac City

February 3, 2014

Psychological Association of the Philippines Junior Affiliates

Can You Read My Face? An Introduction to the Science of Emotions and Micro Expressions

Conducted by: Tyrone Reden L. Sy

San Sebastian College, Manila

January 18, 2014
27th Annual Convention of Psychological Association of the Philippines Junior Affiliates

Philippine Psychology in the Midst of Change

Mall of Asia-SMX Convention Center

January 17-18, 2014
Target Employment

COESSE: The Psychological Society

 College of Engineering AVR, Tarlac State University,
November 15, 2013

Parents' Congress

Keeping First What Matters Most: Love, Attachment and the Happy Child

Saint Louis University-STE, Navy Base, Pacdal, Baguio City

September 28, 2013

Mock Interview
COESSE: Psychological Society

College of Engineering AVR, Tarlac State University

July 30, 2013
Expressive Arts Therapy: A Healing Technique

COESSE: The Psychological Society

College of Engineering AVR, Tarlac State University

August 01, 2012
Academic Qualification

Graduated with a Degree of Bachelors of Arts in Psychology

June 2009 - April 2014

Tarlac State University

Romulo Blvd. San Vicente, Tarlac City, Philippines

Personal Data

Birth Date:


November 15, 1993

Citizenship:


Filipino

Civil Status:


Single

Religion:


Roman Catholic

Visa Status:


Tourist Visa (Valid until May 1, 2017)

