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Career Objective______________________________________________________________________
To pursue a fulfilling and challenging HR Role in a reputable organization in which I can utilize, develop and enrich my skills and potentials in the field of Human Resources and to contribute in achieving the organization’s mission and vision through
Skills and Abilities_____________________________________________________________________
· Human Resources Administration, Recruitment, Benefits and Payroll Management  
· Employee Relations, Critical thinking and Problem Solving  
· Can provide assistance to different tasks such as but not limited to administrative support and data monitoring  
· Highly organized and capable of keeping track data and other important HR-related information  
· Capable of communicating well in English  
· Knowledgeable in Computer and Windows applications such as MS Word, PowerPoint and Excel  
· Eager to meet challenges and open to new ideas  
· Dedicated and committed to professionalism  
· Can work under pressure in a team-oriented work environment through discipline and hard work.  
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October 2014 to September 2015
Coca-Cola FEMSA Philippines, Inc.
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FEMSA’s history in The Philippines began in January 2013, when FEMSA acquired 51% of Coca -Cola Bottlers Philippines, Inc. (CCBPI), from The Coca-Cola Company, and has established Coca-Cola FEMSA, Philippines.
Founded in Monterrey, Mexico, in 1890, FEMSA is a leading company that participates in the industry of beverages operating Coca-Cola FEMSA, the largest public bottler of Coca-Cola products in the world; and in the beer sector as the second largest stockholder of Heineken, one of the leading breweries in the world with presence in over 70 countries. We participate in the retail sector with FEMSA Comercio, which operates diverse small format chains, among which we can highlight OXXO, the largest and fastest growing in Latin America.
Position:  HR Administration Analyst – Human Resources Department
Responsibilities:
· On time and accurate HR Services processes 
· Payroll and benefits administration 
· Timekeeping, absenteeism (and establish programs to help reducing the absenteeism justified and unjustified by the operational units), leave availments 
· Variable Incentive Pay/Employee Commission Administration 
· Employee Data Management / Masterfile accuracy 
· Tools of trade administration 
· Handles all relevant information of the company through the generation and monitoring of communication campaigns and media used locally. 
· Supports the implementation of the activities derived from the organizational climate survey. 
· Preparation and dissemination of Communication Campaigns / Specific Media 
· Supports Social Development Plan and Social Responsibility activities 
July 2010 – October 2014

Mitsubishi Motors Philippines Corporation
Established in 20 February 1963 as Chrysler Philippines Corporation, Mitsubishi Motors Corporation (MMPC) is the longest staying automotive company in the Philippines offering world class products and services. The company commemorated its 50 years anniversary in
2013. This milestone is a testament of MMPC’s rich history of bringing in the Philippines state of the art technology in automotive manufacturing.
Position: Human Resources Associate - Human Resources Department
Responsibilities:
· Recruitment 
· Handles and screens all employment applications for all job openings. 
· Administers written and practical examinations to applicants. 
· Evaluates, endorses and coordinates applications to requesting departments. 
· Monitors all applications, sees to it that applicants undergo the prescribed hiring process (additional background check if needed). 
· Assists and coordinates the orientation of newly hired and regularized employees. 
· Prepares 201 files of newly hired employees. 
· Coordinates and prepares necessary documentation requirements with regards to job placement advertisements. 
· Monitors records and prepares documents needed for and upon regularization of probationary employees, such as, Performance Rating, Personnel Transaction Notice Documentation, Appointment letter, etc. 
· Coordinates with manpower agencies and placement offices re: recruitment of contractual employees. 
· Prepares, files documents and monitors contracts of contractual employees, if any. 
· Prepares materials related to company's separation programs (resignation, retirement, retrenchment). 
· Prepares Certificate of Employment 
· Prepares materials related to Personnel / HR Department Special Projects 
·   Benefits Administration 
· Prepares computations for employee car plan availment, and screens applications. 
· Processes Housing Assistance loan applications subject to the Capacity to Pay credit policy of the company. 
· Encodes and monitors approved loan applications and check vouchers, 
· Schedules deductions of Housing Assistance loan for employee's payroll purposes 
· Performs safety duties and responsibilities, and complies with all the safety standards indicated in the Safetv Manual 
· Performs other tasks that may be assigned from time to time. 
Educational Background____________________________________________________________
Tertiary:  Bachelor of Science in Psychology
Miriam College Foundation
Quezon City, Philippines
2006 – 2010
Secondary:  San Benildo Integrated School (De La Salle Supervised)
Antipolo City, Philippines
2002 – 2006
Primary:
Jehoshua Christian School
Marikina City, Philippines
1996 – 2002
Character References______________________________________________________________
To be provided upon request
