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                        YOLANDA TAULE TARDECILLA                             
                        186-Miranda St.,Brgy.Sta Lucia,San Juan City
                                       Contact #: 0927-2954173/0947-2005126
                                       Email address:samreintardecilla@gmail.com

OBJECTIVE:
                 To be able utilize my ability to work a team environment. I am self-motivated, flexible and able to work both independently as collaborative team member and to obtain a position where I can maximize my organizational and interpersonal skills, knowledge which will contribute my years of experience that will allow me to grow personally and professionally. 


WORKING EXPERIENCE:

RECRUITMENT OFFICER
Gets  International  Agency
Ermita,Manila
Human Resource/Manpower & Rercruitment
January 23, 2013 up to Present


JOB DESCRIPTION:

· Provide administrative support to human resources department of the organizations.                                                 

· Establish and post job adverts on job search websites

· Schedule  and organize interviews with suitable candidates

· Prepare necessary documents, job description, screen tests and interview  questions for the organization.

· Communicate requirements and duties to prospective candidates

· Assist recruitment specialist in screening eligible candidates

· Maintain good relationship with all candidates, employees, and corporate clients

· Keep records of candidate interviews and report them to managers

· Participate at recruiting events when the manager cannot attend

· Attend seminar to poea and participate for the job fairs by dole.



OFFICE SECRETARY
Express Label Co.
Quezon City
Purchasing/Research Department
June 2009 to July 2011



JOB DESCRIPTION:


· Perform general office duties such as  filing,faxing and answering  telephone calls.                               

· Making Qoutations for the agent to present our clients.

· Perform duties as instructed by my superior. 

· Encode some of the documents and upadate all the clients.




FACTORY WORKER
Machine operator
Wu-tong ind.co.ltd (Taiwan)
May 2000 to may 2008


JOB DESCRIPTION:


· Check the machines and product 

· Check the plroduct if complete

· Make the list of finished product

· Clean the area before shift end



EDUCATIONAL ATTAINMENT:

 
      METRO DATA COMPUTER COLLEGE
             (Buendia taft branch)
 
· Computer Secretarial
            Graduated
            1998-2000

SAN MIGUEL RURAL DEV. HIGH SCHOOL
· SECONDARY
             1995-1996

SAN JUAN ELEM.SCHOOL
· PRIMARY
             1989-1990


PERSONAL INFORMATION:


· Date of Birth
     December 12,1977

· Civil Status 
Single

· Gender 
female

· Current Address 
186-Miranda St.Barangay Sta Lucia, San Juan

· Permanent Address 
San Juan,San Miguel,Catanduanes


REFERENCE:

· Eunice Lim
             President
             Gets international Agency

· Tommy Ng Jr
             Recruitment Head
             Gets International Agency




I hereby certify that the information contained herein is true and correct to the best of knowledge and belief.
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