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Objective:
To gain a responsible and challenging position that will enhance my skills and knowledge.
Core Strength:
Willing to learn new things


Hardworking and adaptable

Flexible in any HR works


Proficient in communication skills (English)

Capable of using MS word and MS excel
Work Experience:

Meal Corp.

Concepcion
January 13, 2013 – April 15, 2015 
HR Assistant

Monitors manpower movement especially production
Requires the affiliate agencies to fill the manpower needs
Assist the concern agencies in implementing the company rules and regulation
Conduct employees’ orientation before deployment

Endorse new employees to their respective department
Process employee’s benefits (SSS, Philhealth, Pag-ibig)   

Monitors employment status and advice the concern agencies for evaluation process
Maintain employees 201 file
Prepare reports and assist during company audit



Others that may assigned from time to time
O&G Leather Manufacturing

Clarkfield, Pampanga

December 05, 2011 – December 15, 2012
Personnel Assistant

In charge of recruitment

Monitor tardiness and absences of employees
Prepare and issue memorandum to employees in accordance with the Company Rules & Regulations 
Monitors daily time record of employees for payroll purposes

Submit and process employees’ benefits (SSS, Philhealth, Pag-ibig)
Others that may assign from time to time
Hansa Toys Manufacturing

Clarkfield, Pampanga

July 6, 2009 – November 27, 2010
HR Assistant

Recruitment (sourcing, orientation, deployment)
201 file maintenance

Assist in payroll preparation and concern

Monitors employment status

Prepare and process employee’s benefits (SSS, Philhealth,Pag-ibig)

Others that may assigned from time to time

Jorocks Manufacturing

Clarkfield, Pampanga

December 03, 2007 – March 30, 2009

HR Assistant
In charge of recruitment

Prepare DTR report for payroll purposes

Prepare reports and submit to Government agencies
Others that may assigned from time to time
Angeles Garments Corp.




Clarkfield, Pampanga

June 13, 2002 – December 01, 2007




Personnel Assistant



Assist in recruitment (hiring, testing & orientation)




Monitors employment status (probationary & contractual)

Prepares & submit R1A (SSS), TIN, Philhealth, Pag-ibig application 

Prepares contract for newly hired & newly regularized employees

Prepares & serve disciplinary action to employees

Submit reports every cut-off period for payroll purposes

Process employee benefits

201 maintenance

Prepares employee’s appraisal

Others that may assign from time to time




Sampo Technology (Phils.) Inc.




Clarkfield, Pampanga




January 04, 1999 – July 01, 2001



Recruitment Officer




Responsible in sourcing of qualified applicants




Conduct initial interview
Monitors employment status (probationary & contractual)

In charge of activity report such as manpower count, absenteeism, recruitment status, separated employees

Update master list of employee & prepare employees evaluation

Prepares R1A & CDC report

Others that may assign from time to time




Maxrich International, Inc.




Clarkfield, Pampanga




July 24, 1997 – December 29, 1997



Personnel Staff




Assist in recruitment



In charge of updating overtime tabulation & attendance report

Prepares employees contact & evaluation

Others that may assign from time to time

Excellent Quality Apparel,Inc.

Rosario Cavite

January 09, 1997 – June 20, 1997

Personnel Staff

In charge of recruitment (interviewing & testing)

Information system report (updating reports such as manpower update personnel weekly report & master list)

Others that may assign from time to time

Educational Background:




De La Salle University-Aguinaldo

Dasmarinas, Cavite




Bachelor of Arts Major in Psychology

1996



Don Teodoro V. Santos Institute

Mabalacat, Pampanga



High School Graduate



1992




Sta. Ines Elementary School


Mabalacat, Pampanga




Elementary Graduate



1988

Personal Information:




Birthday

:


November 06, 1975
Age


:


39
Civil Status

:


Married



Citizenship

:


Filipino
*I hereby certify that the above information are true and correct.
