CV NO: 1533042
OBJECTIVES:
· To pursue a fulfilling and challenging career that will enhance and upgrade my competencies attuned to your company's mission and vision while contributing to my continuous personal growth  and organizational development as well. 
PERSONAL INFORMATION:
· Age: 23
· Civil Status: Single
· Date of Birth: October 17, 1992
· Nationality: Filipino
EDUCATIONAL BACKGROUND:
· Holy Angel University  (2011 – 2014)
College of Hospitality Management – Tourism
Angeles City Philippines
COMPETENCE:
· Excellent command of the English language, both written and spoken.
· Requires minimal Supervision
· Honest and Trustworthy
· Computer Literacy Microsoft Office - Word, PowerPoint, Excel
PROFESSIONAL WORK EXPERIENCE:

Position: 

HR Generalist

Inclusive Dates:
April 16, 2015 to December 15, 2015
Company:

Superl Philippines Inc.
Company Industry:
Manufacturing / Production

Location:

Angeles Industrial Park, Inc. Special Economic Zone Bacolor Pampanga

Department:

Human Resources Department

· Administers various human resources plans and procedures for all company personnel; assists in development and implementation of personnel policies and procedures prepares and maintains employee handbook and policies and procedures manual.











· Participates in developing department goals, objectives, and system.











· Develops and maintains affirmative action program; files weekly and Bi-monthly report; maintains other records, reports and logs to conform to employee certificate of regulations. 











· Participates in administrative staff meetings.











· Prepares daily attendance and absence summary; ensures that leave forms are properly filed and encoded.











· Monitors violations of employees; responsible in issuing explanation memo for AWOL employees











· Issues and monitors Performance Evaluation of Employees ; Apprentice, Probationary Hired and Employees for Promotion











· Improves Manager and employee performance by identifying and clarifying problems; evaluating potentials solutions; implementing selected solution; reporting  and counseling to employees











· Endorse newly hired employees to production; coordinate to Production the position and line group after a week.











· Ensures that ATM application forms duly accomplished with attachments before giving to Recruitment Section (if needed)











· Issues Cash Payroll (if needed) and Pay slip (every 15th and 30th of the month).











· Handles employee relations counseling and out placement counseling










· Assists in evaluation of reports, decisions and results of department in relation to established goals. Recommends new approaches, policies and procedures to effect continual improvements in efficiency of department & services performed.











· Attends to employee inquiries and request related to HR services; Certificate of Employment, Philhealth Contribution, ITR, and Company ID.











· Performs benefits administration to include claims resolutions, change reporting, checking the requirement and communicating benefit information to employees. 











· Coordinate to Benefits Section the Loan Application of employees , endorse the benefits (SSS, HDMF, PHILHEALTH, BIR)











· Follow-up the incomplete time logs of employee for time verification and answers payroll complaints











· Prepares reports by collecting, analyzing and summarizing data and trends.










· Maintains a data base; source when doing reports











· Protects organization's value by keeping information confidential.











· Performs other related duties as required and assigned.
SIGNIFICANT ACCOMPLISHMENT:
· BEST IN TOUR GUIDING
First Place out of 15 tourism students
October 2012
A competition for promoting the cultures and attractions of the Philippines
Holy Angel University Philippines
AY: 2012-2013
· AMADEUS CERTIFICATION EXAM PASSER
A training course for the travel industry
February 17, 2013
· RESERVATIONS OFFICER
On-The-Job Training at Gemcc Travel Light and Tours Inc
June 2014 – September 2014
