Norife.363833@2freemail.com
Human Resource Department

Dear Sir/Madam,

 
With due respect and humble submission, I would like to inform you that I am so much interested to your organization. I want to apply as an employee of suitable post. I would be very grateful to you if you selected me as an employee for your organization.

 

I believe that my extensive experience and trainings in my previous works uniquely qualifies me. In addition, I have always been considered a hard worker and conscientious employee. I am confident I can make a valuable contribution on your organization.

 

Therefore, I will be very indebted if you give me the opportunity to work in your organization and bear out my potential.

 
Norife
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CAREER OBJECTIVE

To be part of a reputed and steed fast growing company with ample rooms for career advancement that also values integrity, dedication, hard work, professionalism from where I can share and further hone my acquired knowledge in different business endeavor for both parties’ benefits. 

PROFESSIONAL EXPERIENCE
November 2015 – May 2017
CIMS Management Consultancy – HR / Admin Assistant

Dubai, UAE
· Screen incoming mails and telephone calls, action responses, re-direct correspondence and collate to the appropriate person obtaining additional information where necessary;

· Receives incoming telephone calls and take accurate and complete messages 
· Receives telephone calls for client inquiries.
· Handling end to end Recruitment & selection process

· Candidates, Under-Considered Candidate, On-Hold Candidates

· Support the human resource / admin department of the organization in their day to day functions. 
· Conducted employee relations activities and maintained employee’s database.
· Maintained employees personnel file
· Clerical works, recording all incoming and outgoing documents.

· Operate standard office equipment to include word-processing and data processing equipment, copiers, laminators, etc.; 

· Maintain confidential information of office related information
July 2014 to September 2015
Alfamart Trading Phils. Inc. – Distribution Center – HR Supervisor cum Office In-Charge 
Philippines
· Screen incoming mails and telephone calls, action responses, re-direct correspondence and collate to the appropriate person obtaining additional information where necessary;

· Receives incoming telephone calls and take accurate and complete messages 
· Receives telephone calls for client inquiries.
· Handling end to end Recruitment & selection process

· Candidates, Under-Considered Candidate, On-Hold Candidates

· Support the human resource department of the organization in their day to day functions.

· In charge of preparing monthly transmittal of employees contribution/benefits (SSS, Phil-health, and Withholding tax)

· Ensure that Attendance Systems are followed and salary of employees administered timely
May 12, 2008 – July 20, 2014

Super Shopping Market Inc. - Philippines
Assigned Branches

SM Supercenter Molino Branch

May 12, 2008 – September 2011 – Admin cum HR Assistant
SM Marketmall Dasmariñas Branch

September 2011 – November 2012 – Admin cum HR Assistant
Head Office

November 2012 – July 20, 2014 – Admin cum HR Assistant 
· Maintain confidential information of office related information

· Attend to all matters assigned by immediate superior

· Receives telephone calls for client inquiries.
· Process timekeeping and payroll data timely and accurately including payroll adjustments
· Conducts interviews to determine the knowledge, skills and abilities of candidates.
QUALIFICATION AND SKILLS 
· Can work under pressure.

· Well-mannered.

· Aggressive and fast learner.
· Excellent skills in written and oral communication.

TRAININGS & SEMINARS ATTENDED
Counter Operation Training Course – Yr. 2008
Customer Service Management System Workshop – Yr. 2009

Train the Trainer – Yr. 2009

Vision Mission Values – Yr. 2013

Winning Corporate Image – Yr. 2015

EDUCATIONAL ATTAINMENT
Bachelor of Arts in Psychology – De La Salle University – Dasmariñas, Cavite Philippines






SY: 2004 - 2008
COMPUTER KNOWLEDGE


· Excellent knowledge and work experience in Ms Word, Excel, PowerPoint and Internet savvy.
PERSONAL DATA
Date of Birth




July 11, 1987
Place of Birth




Quezon City, Philippines

Nationality




Filipino
Marital Status




Married
Visa status




Employment
