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Objective: Goal-oriented, proactive individual with 3+ years’ solid experience in all facets of human resources, and  secretarial tasks seeks to join a dynamic company that will allow me to act as a lead person in the delivery of human resource services including employee onboarding, administration and management, and compensation and benefits. 
WORK EXPERIENCE

Human Resources Assistant (Generalist) 

Homeworld Shopping Corporation - Philippines

May 2013 to May 2014

· Spearheads recruitment and end of service processes.  

· Responsible for admin tasks such as organising personnel files of applicants, creating and renewing employee IDs and submitting daily, and monthly recruitment reports.

· Proofreads employee daily time records.
· Responsible for payroll processing and compensation and benefits of employees.
· Conducts training orientation for new hires to provide knowledge about the company’s mission and vision as well as the specific job descriptions of the hired applicants.

· Coordinates with other branches in regard to payroll processes and employee government benefits.

· Conducts contract signing for newly accepted applicants.
· Implements the rules and regulations of the company for all employees under the same branch.

· Reports directly to the Human Resources Head office.
Telesales Representative 

Convergys – Sprint Telesales – Philippines

June 2014 to February 2015

· Evaluates credits scores for prospective customers who would like to take advantage of the company’s latest promotions and offers.

· Provides general information about a customer’s account information and billing statement.

· Promotes and sells electronic devices, phone insurance and accessories along with the main product (phone postpaid or prepaid plan.)
Customer Service Trainer 
Telephilippines Incorporated – Philippines

March 2015 – January 2017

· Performs secretarial tasks.

· Multi-tasks a variety of front office activities.

· Answers incoming telephone calls and forwarding to appropriate personnel or department.
· Assists administrative assistants with clerical duties to include faxing, copying, and organising/maintaining files.
· Coordinates with vendors and services they provide.
· Responsible for training agents to manage booked travel packages which include flights, hotels, cars and activity reservations.

· Responsible for clerical tasks (submitting End of Day Reports, Graduation reports and other documents requested by both the Training Department and Operations.)

· Trains newly hired agents in servicing package itineraries (may include Hotel, Flights and Car reservations.)

· Creates modules for reinforcement of knowledge using Power Point presentations and conducts these trainings.

ACADEMIC ATTAINMENT

Bachelor of Arts in Psychology, March 2013

Notre Dame of Dadiangas University

General Santos City, Philippines  

Mindanao State University CETD High School, March 2009

General Santos City, Philippines  

Dadiangas West Central Elementary School, March 2005

General Santos City, Philippines  

SKILLS & COMPETENCIES
· Highly organised and very detail-oriented
· Excellent written and verbal communication skills
· Excellent multi-tasking skills
· Excellent typing skills, high level of proficiency with general office PC applications (i.e. MS Word, MS Excel, MS Access, MS PowerPoint) and comfort with learning new applications as required.
· Very good interpersonal skills
· Excellent problem solving, leadership and interpersonal skills
· Able to exhibit a high level of confidentiality

· Flexible and driven
· Has ability to successfully communicate with the public, other employees, and vendors
· Proven job diligence, dedication, and attention to detail.

Personal Details

Date of Birth: September 11, 1992

Age: 24

Visa Status: Visit Visa 

Availability to join: Immediately

References
Available upon request

