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Camille
Email: Camille.359723@2freemail.com 
----------------------------------------------------PROFESSIONAL SUMMARY--------------------------------------------------

Dedicated and focused HR staff who excels at prioritizing, completing multiple tasks simultaneously. Specialize in administrative support, committed to delivering high quality results with little supervision. Energetic, highly trustworthy, ethical and discreet.
------------------------------------------------------WORK EPERIENCE-------------------------------------------------
HR Associate – May 26, 2014 – Feb. 28, 2016

CAPE EAST PHILIPPINES INC
· Participate in recruiting events.
· Drafting memos, etc. in response to queries, complaints and requests for assistance.
· Provides general administrative support to the HR dept.- recruitment.
· Assisting the HR Unit in updating and redrafting existing recruitment policies.
· Performing any other supporting tasks assigned by the hierarchical supervisor.
· Document preparation
· Posting internal job adverts
· Identify sources for qualified candidates.
· Prepare for interview such as: receive and screen resumes, make plan of interview, inform to candidates.
· Input applicant’s information into HR database.
HR Staff – June 2011 – March 06, 2014

TELFORD SVC. PHILS. INC

· Handles human resource activities like recruitment, New Employee Orientation, and conducting exit interviews.

· Conduct Basic Training in the absence of the Trainor.

· Maintains employment file particularly the 201 files.

· Preparation of Certification of employment.

· Schedule orientation related to government benefits and other related queries.

· Preparation and submission of company’s government reporting requirements.

· Monitoring and maintaining the inventory of apparels and other company related benefits.

· Assists the timekeeper in validating timekeeping related work.
---------------------------------------------------------EDUCATION-----------------------------------------------------
BS Psychology – 2011
