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Objective: To obtain a position relating to my fields of study and to gain additional experiences and knowledge necessary for advancement and my desire to perform and be recognized for my contributions
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Work Experience:

School Counselor cum Admin Staff – Guidance Center / Support Services Department

St. Mary’s Academy of Caloocan City – Certified ISO 9001:2015 Institution

Madre Ignacia Avenue, Grace Park Caloocan City, Philippines
April 1, 2014 – March 31, 2017
Duties and Responsibilities as School Counselor:

· Handles a total of 500 students in primary and secondary level
· Conduct group or individual counseling sessions to assist students with problems or concerns
· Study and update student records
· Provide recommendations to students for college admissions and scholarships
· Team up with teachers, administrators and other professional staff members to cater the better service for the students
· Assists in facilitating standardized test
Duties and Responsibilities as Admin Staff:

· Provide general administrative and clerical support including mailing, scanning, faxing and copying to management
· answer calls from customers regarding their inquiries
· prepare and modify documents including reports and emails
· schedule and coordinate meetings and appointments for Coordinators
· maintain office supplies for department
· Prepares ISO audit reports
HR Assistant – Training and Development Department

National Grid Corporation of the Philippines (under Servicio Filipino Agency)

Quezon Avenue Corner BIR Road, Diliman, Quezon City, Philippines
October 29, 2013 – March 30, 2014
Duties and Responsibilities:

· Administers, organizes, and conducts company training programs for clerical, supervisory, technical, and lower-level management personnel.
· Provide general administrative and clerical support including mailing, scanning, faxing and copying to management
· answer calls from customers regarding their inquiries
· prepare and modify documents including reports and emails
· Schedule and coordinate trainings, meetings and appointments for Employees
HR Assistant – Compensation and Benefits Department

Digitel Mobile Philippines Incorporated – SUN CELLULAR (under Job Placement Cooperative)

Galleria Corporate Center, EDSA cor. Ortigas Avenue, Quezon City, Philippines

July 26, 2012 – July 31, 2013
Duties and Responsibilities:

· Compute earnings of workers by referring to their annual salary or timesheet to discover hours worked.
· Verify attendance, hours worked, and pay adjustments, and post information onto designated records.
· Handle complaints or questions regarding discrepancies.
· Factor in vacation or sick pay when computing earnings.
· Check exempt and non-exempt statuses of employees
· Check electronic data for errors.
· Calculate and include deductions, such as income tax withholding, Social Security payments, insurance, and union dues.
HR Administrative Assistant – Recruitment Department 
Philippine National Bank General Insurers Company Incorporated (under Excellent Manpower Agency)

Pres. Diosdado Macapagal Avenue, Pasay City, Philippines
January 30, 2012 – June 30, 2012

Duties and Responsibilities:

· Handle all recruitment queries in a responsive, customer-focused way
· Provide excellent customer service to external and internal candidates
· Communicating effectively and confidently at all levels, over the phone, face to face and by email.
· Arrange for shortlisted candidates to take relevant assessments, mark and record results accurately to contribute to the recruitment decision.
· Create an employee file
· Undertake other duties from time to time as required by the Recruitment Manager or Head of HR.
· Provide any administrative task needed
HR Assistant – Timekeeping Department
Major Shopping Management Corporation – subsidiary of SM Prime Holdings
SM Megamall – Ortigas, Pasig City. Philippines
June 1, 2011 – December 31, 2011
Duties and Responsibilities:

· Encoding different kinds of forms (Overtime, Vacation Leave, Sick Leave, Authorized Absences, Change of Schedule)
· Process Payroll / Absences / Tardiness / Overtime Billing
· Computing absenteeism rate of the company
· Auditing attendance for seasonal employees
· Monitoring violations of on loan employees
· Organize received and encoded forms
Educational Attainment:

	College
	Bachelor of Science in Psychology
	2007 – 2011

	
	Far Eastern University
	
	

	
	Nicanor Reyes St. Sampaloc, Manila, Philippines

	Personal Information:


	
	

	Gender:
	Female
	
	

	Birthday:
	June 12, 1991
	
	

	Age:
	25 years old
	
	

	Civil Status:
	Single
	
	

	Religion:
	Roman Catholic
	
	

	Languages Spoken:
	English, Tagalog
	
	

	Skills:
	Knowledgeable in Microsoft Office,Excel,Powerpoint

	Visa Status:
	Visit Visa
	
	


