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Melanie Runes Robea


19 D – Layug St., Pasay City

Tel. No. 536-98-06/09499951910
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Career Objective: 


To accept a challenging and responsible position where educational and work experience can be fully utilized for mutual benefits.

Educational Attainment:

Tertiary
:
Bachelor Of Arts Major in Psychology




Philippine Christian University (June 1998 – March 2003)

1648 Taft Avenue cor. Pedro Gil St., Manila P.O. Box 907,     Manila

Secondary
:
Pasay City West High School (June 1994 – March 1998)




Pasadeña St., F.B. Harrison, Pasay City, Philippines

Primary
:
Gotamco Elementary School (June 1989 - March1994)




Sinciego St., Barangay 18, Pasay City, Metro Manila 

Additional Education:
: 
Certificate of Caregiving NCII


Emilio Aguinaldo College (Manila) (April 6, 2015)


Paco, Manila, Metro Manila
On the Job Trainings:



: 
Manila Medical Center




March 10, 2015 to March 24, 2015 (120 Hours)


:
The Pearl Manila Hotel (100 Hours)





Catering/Dietary – 25 Hours




Housekeeping – 25 Hours




Pastry – 25 Hours




Main Kitchen – 25 Hours
TESDA Certificates:


:
Caregiving NCII Cert. No. 15130602059067


:
Housekeeping NCII Cert. No. 15130602105054

Work Experience:
August 1, 2007 – Present




  2GO Group Inc. – HR Specialist - Payroll

· Defining OTL and giving DTR access of new hire employees. 

· Responsible in timekeeping, encoding of deductions, internal and government reports.  

· Work Schedule updates

· Last pay computations 

March 8, 2007 – August 2007(Project based)




Aboitiz Transport System Corporation -  

Timekeeper

· Handled timekeeping, work schedule updates

August 15 2004 – January 31, 2007

 Fermina Express Corporation as Liaison/Admin

· Handled bus registration, redemption of bus and license of conductors and drivers, permits for special trips, making tickets for provincial trips.

· Filing mandatory benefits (SSS, PHILHEALTH, PAGIBIG) and Business Permits.

October 22, 2003 –August 14, 2004

Fermina Express Corporation as HRD Assistant

· Handled recruitment, test administration, timekeeping, filing mandatory benefits (SSS, PHILHEALTH).

Personal Information:

Date of Birth

: February 23, 1981

Place of Birth
: Pasay City


Gender

: Female

Civil Status
          : Single

Religion

: Roman Catholic

Languages
         :  Filipino, English

Skills:

· Knowledgeable in Oracle 12 version

· Knowledgeable in Oracle 11i version

· Knowledgeable in Psychological Test Administration, Evaluation and Interpretation

· Knowledgeable in computer and other office equipments

Character References:

Reynold S. Fiel

HR Manager

12th Flr.Times Plaza Bldg. U.N. Ave

cor Taft Ave., Ermita, Manila

Tel No.: (02) 528-77-31

Glenora C. Embudo

AVP HR Management

12th Flr.Times Plaza Bldg. U.N. Ave

cor Taft Ave., Ermita, Manila

Tel No.: (02) 528-77-05
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