Christopher 
Christopher.360508@2freemail.com
__________________________________________________________
Position Desired: HR Officer, Admin Staff, Retail Sales Associate or any available position.
Career Aim: 

To seek for a position that will enhance and deepen the knowledge of being an HR Practitioner and at the same time learned any other functions that will be beneficial for the company’s success. I’m also willing to learn and accept any position even if it is not related with my experienced because being “Trainable and Flexible in a short span of time” are two of my strongest points.
Education:
Bachelor of Science in AB Psychology
University of Perpetual Help System DALTA

Las Pinas City, Philippines
Professional Experience:
Polygon Manpower/Alliance VTB Inc.

HR Coordinator/Recruitment Officer/Executive Assistant
February 2008 up to October 2016 
Job Responsibilities:

· Process end to end recruitment from sourcing, interviewing, applicant background check before hiring, job offer preparation, preparation of employment contracts, Job Orientation, conducts exit interview for End of service employees.
· Monitoring of performance of employee.
· Update and safekeeping of employee (201) files/records with confidentiality
· Represent company in job fairs and other applicants sourcing.
· Handles and process HR Administrative related task from time to time.
· Answer queries from client and employees (personal, via phone or e-mail)
· Negotiate and resolves disputes and grievances
· Monitored performance management and provides guidance
· Performs any delegated task for the improvement of the operations.
DHL Express
HR Assistant
September 2007 to February 2008

· Assisting in sourcing manpower requirements of the company. 
· Provides secretarial support by entering, formatting and printing information, organizing work, answering phone calls and relaying messages.
· Safekeeping of employees records with confidentiality.
· Any other tasks instructed by HR Superior. 
Skills and Training
· MS Office (Word and Excel)
· Industrial Setting – Clear Path Consulting Inc. (HR Staff) 
· Educational Setting – St. Marks Institute (Guidance Staff)

· Clinical Setting – Skyword Southern Academy (SPED Assistant Teacher)

Personal Information:

Birthday

 :
16th March 1983
Sex
            
 :
Male
Nationality

 :
Filipino
Languages

 :
English, Tagalog

Civil Status

 :
Single
 Height
          :
5 ft. and 10 in.
Visa Status

 :
Visit Visa (Valid Until June 6, 2017)
