Dear Sir/Madam,

Greetings!

As of the moment, I am employed in Amilla Fushi a 5 star hotel in Baa Atoll Maldives, known to its spacious, private, classic chic style guests who wants to experience a timeless beauty of Maldives. I have started my career as a Human Resources Trainee. During those time I had developed a strong communication and connection through every departments. After 3 months, I was sent to the second property of the company which is Finolhu, the resort was on its pre-opening stage. It helped me to overcome under-pressure and enhanced my multitasking skills. After 6 months, I was finally promoted as Human Resources Assistant. From that, my admin skills got even better as I have specific task to finished and deadlines to give, enhanced my skills in Microsoft office for creating varieties of reports, filing all necessary documents accordingly, booking domestic flights and international flight as part of recruitment process, also assisting learning department in quality assurance on our service and assisting HR Manager in planning monthly events and recreational staff area. While I was in HR, I had a great connection with Recreation Department allowing me to participate in all programs intended for guests and babysitting. I am experienced on working in both the service sector and in an office environment. Based on this experience I found that I enjoyed working with people so much it inspired me to continue my career in Human Resources Department. I am looking for a job in Human Resources or any related position based from my experience. I am very hardworking and doesn't mind working in high pressure nor in overtime as long as it will make my career progressive as be. Hoping for a positive response from your company!
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Isabella
 Isabella.360378@2freemail.com  

OBJECTIVES

I am seeking a competitive and challenging environment where I can serve your organization and establish an enjoyable career for myself.

QUALIFICATIONS

Dedicated and hardworking individual Fast learner

Goal oriented

Highly organize and excellent in MS Office

JOBS EXPERIENCE

· Human Resources Assistant
February 10, 2016 – until present Amilla Fushi, Baa Atoll Maldives

Skills and Responsibilities

Organizing Recreational activities and events for staff. Booking international tickets and domestic tickets.

Planning and posting of monthly calendars and upcoming international events.

Assisting HR Coordinator with Insurance requirements, checking work permit status.

Assisting Assistant HR Manager in planning, proposal, budget and advertisements for all staff event and other recreational facilities needed in staff accommodation.

Assisting Learning Department on all orientation and trainings conducted.

Assisting Welfare supervisor for staff accommodation specially, record keeping of all facilities and monthly inspection.

Keeping all necessary filing and documents for every staff.

Accommodating expat staff to Eydhafushi on medical process for work permit

Editor in Chief on TSMIC Magazine

Giving round tours and basic orientation and policy around the staff area for fresh arrivals

· Student Assistant at College of Engineering and Architecture
February 23, 2015 – March 31, 2015 Mindanao University of Science and Technology

Skills and Responsibilities

Assisting secretary of Dean in filing all documents.

Scheduling of examinations for students in Engineering

Giving proper information via phone call and email to any relevant departments

Giving orientation to fresh students

· Student Assistant & Theater actress at Arts & Culture Division
June 2013 – April 2015

Mindanao University of Science and Technology

Skills and Responsibilities

Memorizing of dialogue and scripts which enhanced communication skills both written and verbal.

Planning and designing every stage actions which promotes creativity skills.

Assisting Secretary of Arts and Culture Division in maintaining all records necessary for the play including dialogue, stories, budget planning for every play, annually.

Interviewing auditionees for every application submitted.

Designing poster and ads, and making movie clips and trailer for every play

CERTIFICATES AND AWARDS

Nominee for Employee of the month

December 2016

Amilla Fushi

Pre-Opening superhero

August 2016

Finolhu

SEMINAR AND TRAINING ATTENDED

Arts of Communications

March 2017

Amilla Fushi

SKILLS

1. Oriented in AutoCAD

2. Proficient in Microsoft Office

4. Competent in Theater Acting

5. Excellent in verbal and written communication skills

6. Fluent in English

EDUCATIONAL BACKGROUND

Tertiary
Mindanao University of Science and Technology (MUST)

October 2011- May 2015

C.M. Recto Ave., Lapasan, Cagayan de Oro City

Bachelor of Science in Civil Engineering

Secondary:
Misamis Oriental General Comprehensive High School (MOGCHS)

2004-2007

Don. Apolinar, Velez St., Cagayan de Oro City

Elementary:
Kauswagan Central School

2000-2005

Kauswagan, Cagayan de Oro City

PERSONAL INFORMATION

Age:
24

Date of Birth:
May 5, 1992

Gender:
Female

Civil Status:
Single

Nationality:
Filipino

Religion:
Roman Catholic

REFERENCE CHECK

Available upon request.

