Uson National High School

Uson, Masbate 2004 - 2008

Uson Central School

Uson, Masbate 1998 – 2004

Training and Development (HR Assistant, May 2013 – March 2017)

Super Value Inc. (SM Supermarket)

Food Retail Industry 477 – 1680

BACHELOR OF SCIENCE IN BUSINESS ADMINISTRATION Major in HUMAN RESOURCE MANAGEMENT

Polytechnic University of the Philippines

Sta. Mesa, Manila

2009 – 2012

BACHELOR OF SCIENCE IN ACCOUNTANCY

Polytechnic University of the Philippines

Sta. Mesa, Manila 2008 - 2009

NELIA 
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Career Objective:

Seek a career and position with a progressive organization that provides an opportunity to capitalize my skills and abilities in the field of administration, human resources development training or any field that suits my qualification.

Educational Attainment:

Tertiary Level:

Secondary Level:

Primary Level:

Professional Experiences:

Duties and Responsibilities

•
Handles learning and professional development of an organization’s workforce

•
Equip staff with knowledge, practical skills and motivation to carry-out work related tasks enabling them to fulfill potential within the organization

•
Strategically assessing the skills and knowledge of the organization and determining what training is needed to grow and retain workforce skills

•
Facilitates corporate events, trainings, workshops and seminars that meets

Office Clerk

Banco De Oro Universal Bank, Inc.

(Temps and Staffers Inc.)

24th floor JMT Corporate Condominium

27 ADB Ave., Ortigas Center, Pasig City

CLG-Marketing/American Express Cards

October 2012 – April 2013

Personal Skills:

Leadership & Motivation

•
Ability to work independently or as a part of a team

Technical

•
Knowledge in Microsoft office, Ansi Windows, TP Linux and basic trouble shooting

Communication

•
Proficiency in written and oral English

Customer Orientation

· Skills in assisting customers with queries and resolving product and service issues
Event Coordination

· Facilitates corporate events, training, workshops and seminars meeting company objective
Office Management

· Effectively handles day-to-day operations and office work on papers like encoding, organizing, filing and other related clerical tasks
· Ability to carry-out administrative tasks like letter-making and memo and check and implements company policies
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Roman Catholic Filipino
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