Karen Amely Villa
		Skills
· Recruiting and selection techniques
· Interviewing
· Talent Assessments
· Hiring Recommendation
· Conscientious

	Experience
Talent Acquisition Executive | WIPRO BPO | May 16, 2018 – May 14, 2021
· Maintains the integrity of the sourcing database and reports.
· Implement joining formalities for all new hires. 
· Acts as coach and mentor to administrative support staff members to ensure proper implementation of sourcing, testing
· Responsible in ensuring that the recruitment and client requirements are met and that the highest quality of applicants is maintained across all levels.
· Supports background check and employee verification making sure that client requirements, company policy and local labor regulations are met Keep oneself and ensure one’s team is updated, aware of, and compliant to all Company policies and procedures which include Information Security Management Systems. 
· Ensure that all company information which includes customer information are kept confidential and secured. 

Recruitment Specialist| Quess Corp. Philippines |January 24, 2018 – May 3, 2018
· Ensure recruitment targets required are fulfilled
· Screening candidates for interviews
· Created and Prepare Soft Offer to Job Offers 
· Ensuring all candidates are attend the New Employee Orientation 
· Liase with the Training Department for all successful hire to be onboarded on the said schedule dates 
· Ensure that recruitment report/s are prepared completely, accurately and submitted in a timely manner 

HR Specialist| Vector Outsourcing Sol. Phil. Inc. |September 24, 2017 – January 5, 2018
· End to end selection process of candidates by Interviewing, sourcing and screening. 
· Used different channels of Job portals to source candidates 
· Represents the company in various job fairs 
· Calibrate with the Supervisor’s/ Team Managers and or Clients of their specific required skills for all candidates  
· Create and prepare Job Offers 
· Create and Prepare Memo’s base on their casualties or sanctions per company policy
· Prepare and compiling 201 files of all employees (For Audit purposes) 
· Conduct orientation to newly hire’s.

Recruitment Associate| IBEX Global Philippines| May 2016 – August 2017 
· End to end selection process of candidates by Interviewing screening (Face to face). 
· Conducts interview to assess communication skills level and gauge job fit with or without experience (CSRs, TSRs, and Sales Agents representative. 
· Ensure achievement of recruitment targets by completing metrics and reporting function as needed in a daily basis 
· Ensure that recruitment report/s are prepared completely, accurately and submitted in a timely manner 
· Ensure all database are updated 
· Liase with Operations Management and other department heads regarding recruitment requirements 
· Liase with the Training Department/Ops Validation Team to identify training gap that are brought about by recruitment results. 
· Conducts Job Offers and New Employee Orientation 
· Recruitment Talks/Employee Engagement 
· Provides consolidated tracker of OT’s of each Recruiter in the team and lastly preparing and submitting finished 201 file of all on-boarded hires per monthly to HR Employee relation.
HR Admin - Recruiter| NBI| Nov. 2016 – March 2017
· Assist in all candidates for the scheduled examination
· Prepare Data for Meeting Agenda
· Prepare latest 201 for all rank employees
· Create COE as per request of the employees
· Finalize DTR’s of each employees for payroll keeping
· Track records of performance to be submitted to DOJ for approval of quarterly and yearly appraisals

Education
Bachelor of Science – Major in Human Resource in Industrial Psychology | 2012 - 2016 | Eulogio Amang Rodriguez Institute of Science and Technolgy





		Objective
[bookmark: _GoBack]Detailed oriented human resources professional who excels under tight deadlines, while anticipating and averting potentials problems by proactively streaming processes.
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	Volunteer Experience or Leadership
Teach young children in their earliest age to be faithful in God, mostly children are street children or children that don’t have enough guidance of their parents.
(Manila Church of Christ 2012-2016)
· National Youth Camp (Religious Camp group SY. 2016






Sensitivity: Internal & Restricted
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