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OBJECTIVE: To take an active role in an organization (with a team of communicative, friendly, and competent professionals) wherein I could share my creative ideas as well as to work for an employer that values a balanced professional and personal growth of its employees. 
EDUCATIONAL BACKGROUND

Tertiary Degree:
De La Salle University – Dasmariñas (SY 2001-2005)

                                    BSBA Major in Human Resource Development                   

Secondary Level:
Divine Word College (SY 1997 – 2001)
SUMMARY OF QUALIFICATION
· With strong sales and public relations skills

· Experienced in secretarial functions and customer care
Having a background in handling functions in human resources such as recruitment as well as managing the confidential files such as the employees’ records.

Experienced in teaching EFL grammar and American accent with intonation to the Koreans for nearly two years.

WORK EXPERIENCE

HR Assistant (Project-based)

Etisalat Facilities Management LLC(Semi-government)

October 2014-January 2015

Duties and Responsibilities

· Assisted the Payroll Coordinator in finishing the project on Final Setlement issues and matters.
· Encoded the Staff’s Overtime details and monitored the authorized signatories.
· Assisted The Employee Relations Officer in scanning the necessary documents related to the employment movement such as Termination, End of Service, and Resignation.
· Acted as an Employee Relations Assistant for counseling the Outgoing Staff who had emotional baggage and conflicts; served as a mediator from their complaints to The Management. 
· Acted as HR Receptionist for controlling and monitoring the Staff who were making unanticipated barging into the HR premises.
· Assisted an HR Coordinator in the Insurance data encoding, dispatching/deliveries, and distributed the available Medical Cards.
Sales  Assistant cum Collections Agent

WSM Machinery

January 2013- January 2014

Duties and Responsibilities:
· Established and maintained Customer Data List, maintained all fils and record.
· Established and maintained staff data
· Prepared the Estimates/Quotations as requested, contacted, and followed-up customers as required.

· Maintained control of promotional material and stationary, first aid kit and domestic supplies.

· Answered customer enquiries when required, and work with other colleagues as required.

· Issued the Invoice and Receipts.Collected the payments from the clients and made the follow-ups.
English as Foreign Language Instructor/ Editor

Telephone Easy English Inc.

May 2010-March 2012
   Duties and Responsibilities:
· Planned and delivered lessons appropriate to the students’ level. 
· Taught the students the correct English grammar, pronunciation, American accent, and intonation. 
· Edited the students’ English grammar writing entries.
Sourcing and Recruitment Consultant
Toplis Solutions Incorporated

December 2006 –January 2009
      Duties and Responsibilities:

· Performed sourcing and recruitment functions based on given job orders. 

· Interviewed the job applicants.
· Created and strengthened tie ups with different schools, municipalities, and PESO Offices for continuous pooling of applicants.
Executive Secretary / Sales Assistant/Customer Service Associate
Manna-Tahiti Philippines

July 2006-December 2006 
Duties and Responsibilities:
· Welcomed the guests with friendly smile and answered the telephone  calls.
· Provided assistance to the small company's owner in his new product line such as Black Tahitian pearls for women as the new target market.

· Prepared an extraneous interview with a print-ad model via mobile phone for the press release project.

· Assisted the owner in the experimental Trade Show.
Sales Representative

Ricoh Philippines Inc.
July 2005-July 2006

Duties and Responsibilities:

· Presented and sold the company products and services to current and potential clients. 

· Prepared action plans and schedules to identify specific targets and to project the number of contacts to be made. 
· Followed up on new leads and referrals resulting from field activity. 
ACHIEVEMENTS 

· Dean’s Lister candidate (1st Sem; SY 2004 – 2005)
· Compassionate Award-La Sallian Speech Club’s Recognition Day  
· Certificate of Appreciation-upon organizing of the seminar entitled 
“Maintenance of Human Resources” (September 2004)
ORGANIZATIONS/AFFILLIATIONS ATTENDED

Member:               HR Development Society; La Sallian Speech Club

Production Staff:  La Sallian Women’s Circle (SY 2004 – 2005)

SEMINARS ATTENDED

Polaris Academy’s Short Course for Learning Advanced English Grammar.TEEI.Feb.13,2012
Talent Management (hosted by Boy Abunda).World Trade Center.May 03, 2006                                                                     “Intensive Exercises for Effective Public Speaking”.Alumni Conference Hall.January 10, 2004 
TRAININGS AND WORKSHOP ATTENDED    

English Proficiency Program.Language Learning Center. 

PALAD Creative Writing Workshop.Museo De La Salle. 
PERSONAL IDENTIFICATION:
Birthday : July 08, 1984
Age : 29
Nationality : Filipino

Religion : Christian
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