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A multi-skilled dual degree professional in all facets of Human Resource and in-depth knowledge of Recruitment and Administration. Experienced in providing timely and up to date HR practices, End-End Recruitment from entry level to Executive position, Salary Negotiation, Employee Relation and Training Development. Extensive knowledge of working practices, recruitment, pay, conditions of employment and diversity issues. 

HR and Admin/ Recruitment Specialist

eSearch Corporation

Ortigas Pasig, Philippines

(April 2015 – November 2015)

· Responsible for full cycle of recruitment starting from strategy planning, sourcing, paper screening, initial interview (phone/face to face), candidates’ initial assessment, endorsing and coordinating interview schedule with the client/s, administer online technical exams, extending and negotiating job offers.
· Consult with Account Executive/s to define competencies for specific roles.
· Sourced resumes from various resume databases (resources) including various job boards, internal database, employee referrals, internet resources, networking to develop a qualified pool of candidates.
· Handled the tasks of screening, selecting and submitting candidates to job orders within a defined discipline.
·  Responsible for preparing and coaching candidates for interviews.
· Assigned the tasks of utilizing on-line database, candidate referrals, internet and networking to identify potential candidates. 
· Handled the tasks of maintaining candidates and newly hired employee records in the Applicant Tracking Systems.
· Assigned the tasks of negotiating offers with candidates to meet target gross margins of the organization.
· Performed recruitment tasks by applying the policies, rules and procedures of the organization.
· Handled the tasks of follow-up of candidates regarding offer letters.
· Performed other tasks as assigned
HR Generalist Trainee 

Central Azucarera Don Pedro

Nasugbu Batangas, Philippines 

(November 2014 – March 2015)

· Support in all facets of Human Resource

· Writing informative job descriptions

· Welcomes new employees to the organization by conducting orientation.

· Submits employee data reports by assembling, preparing, and analyzing data.

· Assist in payroll information by collecting time and attendance records.

· Provides secretarial support by formatting, and printing information; organizing work and; answering the telephone.

· Contributes to team effort by accomplishing related results as needed.

· Substantiates applicants' skills by administering and scoring tests.

· Maintains employee by keeping human resource information confidential.
Counter Checker

SM Novaliches

Quezon City, Philippines

(April 2011 – August 2011)

Aircraft Mechanic Trainee

North South Airlines

General Aviation Area Pasay, Philippines

(February 2010 – September 2010)


Business Administration 

Major in Human Resource Management

Batangas State University (2011 - 2015)

Nasugbu Batangas, Philippines

Aircraft Technician Course

PATTS College of Aeronautics (2007 – 2010)

Parañaque City, Philippines


· Able to tactfully deal with difficult and sensitive situations

· Good oral and written communication skills

· Influencing, persuading, coaching and negotiating skills

· Ability to prepare and present reports to director level

· Pro-active and self-motivated

· Able to build a positive rapport with staff


Business Writing Development

September 2015

IT Specialization

September 2015

Career Growth Enhancement

March 2015

Current Issues in Labor and Employment

September 2014

Passage to ASEAN (P2A) Seminar

August 2014

Quality Customer Service Orientation

August 2013





Professional Summary





Career History





Academic Qualification





Key Skills





Trainings








Curriculum Vitae








