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LABAO

To obtain a position in the field of human resource or any related course that would best fit my qualification and skills for career improvement.


JUNIOR HUMAN RESOURCE SUPERVISOR
Richwell Group of Companies

8flr. The Richwell Center, # 102 Timog Avenue, Quezon City

May 5, 2014 – December 31, 2015 (1 and ½ year)
JOB RESPONSIBILITIES :

1. Monitors vacancies of promodiser in all outlets nationwide and as well as responsible for the recruitment/screening of promo applicants. Ensures that vacancies are being filled-up within the given Key Performance Indicator.
2. Facilitating agency concerns of promos and resolving their issues with their agencies.
3. Ensures that plantilla of promodiser in all outlets are approved by the management.
4. Handles office staffs under agency and monitors the release of their performance evaluation with their managers.
5. Prepares monthly report to submitted to the Operations Manager and Chief Operating Officer.
6. Deploys Mystery Shoppers semi-quarterly in our top stores to ensure that the our promodisers are able to maintain good sales performance.
7. In-charge in monitoring incentive plan for the Team Leaders of all our outlets. Quarterly releases performance evaluation and monitors their sales achievement.
8. Monitors variance reports from pull-out of our promodisers coming from the return section department. Releases memo and assess if the variance will be charge to promo or not.
9. Ensures that every employee in the company may it be direct or under agency has complied with HRD's policies and procedure.
10. Relieving in absence of the HR Supervisor in handling direct employees which includes recruitment/sourcing for direct applicants, benefits administration, safe-keeping of 201 files of the employees, taking minutes during meetings and issuance of disciplinary actions/memo with employees who failed to comply with HRD's policies and procedure. 
11. Relieving in absence of the Timekeeper in encoding time entries in the DTR system and sending daily attendance report to our Chief Finance Officer.
CASHIER / ATTENDANT

Super Mario Computer Shop

Baliwag, Bulacan

2009 – 2012

JOB RESPONSIBILITIES :
I attend to all the needs of the customers who rents for a computer. I usually do the troubleshooting if there's a problem with regards to the computer they are using. I am also the cashier who accepts the payment of the customers for their computer rental.

2010 – 2014

Bachelor of Science in Business Administration

 (Tertiary)

Major in Human Resource Development Management



Baliuag University




Gil Carlos St. Baliwag, Bulacan

2006 – 2010

Marian College

(Secondary)

Gil Carlos St. Baliwag, Bulacan


2013 – 2014

Service to the College

Position : Business Manager

Organization : Junior People Management Association of the Philippines - Baliuag University Chapter& Human Resource Development Management Student Society
2012 – 2013

Dean’s Lister



Bachelor of Science in Business Administration



Major in Human Resource Development Management



Baliuag University



Gil Carlos St. Baliwag, Bulacan

January 8, 2014

TOPIC : “JPMAPERS, YAPEE KA BA? Preparing and Training Young   Professionals.”



3rd Grand General Membership Meeting of JPMAP-Bulacan Chapter



Baliwag Star Arena – Baliwag, Bulacan

September 18, 2013
TOPIC : “People Management as a Competitive Advantage in Global Perspective.”



General Assembly, Learning Session and Launching of BU JPMAP



Baliuag University Hall – Baliwag, Bulacan




AGE
:
21 years old
SEX
:
Female

CIVIL STATUS
:
Single

BIRTHDATE
:
February 9, 1994

BIRTH PLACE
: 
Guagua, Pampanga, Philippines

NATIONALITY
:
Filipino


(Available upon request)
I hereby attest that the above information are true and correct to the best of my knowledge and belief.


Applicant

CAREER OBJECTIVE : 





WORK HISTORY : 





EDUCATIONAL ATTAINMENT : 





ACADEMIC ACHIEVEMENT : 





SEMINARS CONDUCTED AND ATTENDED : 





PERSONAL BACKGROUND : 





CHARACTER REFERENCE : 








