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ALMIE 
ALMIE.365725@2freemail.com 
OBJECTIVE: 
To advance my career prospect by acquiring a position that will completely accommodate and utilize my skills and experiences that will contribute to the company’s growth. 
PERSONAL DETAILS: 
Place of Birth:     Angeles City, Philippines

Nationality:         Filipino

Date of Birth:
 November 06, 1991

Religion:
 Christian

Civil Status:
 Single

Languages:          English, Filipino
EDUCATION:
Tertiary Level
Bachelor of Science in Psychology
Holy Angel University, Angeles City, Pampanga
2010 - 2014
Secondary Level
West High School (12th grade)



Holy Angel University (9th to 11th grade)

Torrance, California, USA                                                         Angeles City, Pampanga, Philippines

2008-2009





2004-2007
Murphy High School (11th grade)

Mobile, Alabama, USA

2007-2008

APPRENTICESHIP:
Apprenticeship in Industrial Setting
Sacred Heart Medical Center, Angeles City

November – December 2013


(HRM Office)
Apprenticeship in Educational Setting

Holy Angel University, Angeles City


July – September 2013



(High School Guidance Office)

Apprenticeship in Clinical Setting

Philippine General Hospital, Metro Manila

April – May 2013

(Government Hospital)
SKILLS:

· Good communication and listening skills

· Exceptional interpersonal skills and pleasant disposition & computer skills

· Read and writes very well in English and Filipino
· Can work with minimum supervision

· Adaptable to any environment
· Well-informed in recruitment, placement and processing of applicants

· Knowledgeable in administering  psychological tests 

AFFILIATIONS:

Holy Angel University Psychology Society (PsychSoc)

Psychological Association of the Philippines Junior Affiliates (PAPJA)

WORK EXPERIENCE:

            
Sacred Heart Medical Center


McArthur Highway Sto. Domingo, Angeles City, Pampanga, Philippines, 2009


March 2015 – December 2016



HR Generalist


Responsible for:
· Updating, encoding and monitoring personnel status on system
· Preparing temporary ID’s 

· Monitoring and entertaining queries about employees leaves and benefits

· Preparing certification of employment

· Assisting newly hired employees for Biometric enrollment

· Assisting employees in processing clearance form 

· Updating bulletin board and requesting office supplies 

· Posting contributions and loans (Phil. Government Mandated Benefits)
· Preparing employees Personnel Movement Form

· Background in Payroll and Timekeeping


Enigma Technologies, Inc.

Lot 16-A TNB Cutcut Commercial Building, Fil-Am Friendship Highway, 

Cutcut, Angeles, Pampanga, 2009

October 2014 – January 2015


HR Assistant

Responsible for:
· Monitoring and preparing tardiness of employees

· Preparing and distributing of transmittals from different branches
· Scheduling applicants for testing and interview

· Background check of applicants

· Monitoring and entertaining queries of employees
 
SEMINARS/TRAININGS:
· SSS Regional In-Depth Seminar

· Basic and Advanced Excel Training

· PhilHealth Open Forum & EPRS Updates

· Pag-IBIG Yearly Updates 

· BIR 2305 Online Updates

· English Communication: Sharpening Language Skills for Future Industrial Utilization

· Recruitment and Selection




· Be a Pro: A Seminar on Maintaining Professionalism on the Workplace
· Introduction to Training and Development 

· How to be an Effective HR Practitioner

· Psychology in the Workplace




· Counseling Smorgasbord: Knowing How to Handle Different Problems

· Let’s Face It: Handling Difficult Cases in Counseling 

· Building the Character and Ethics of a Counselor





          
