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VALLARTA, MELANIE S. 

No. 23 Marcellius St. BF Resort Village, Las Piñas City

Tel. Nos. 0932-5367286

melanievallarta@yahoo.com and mosaturos@upd.edu.ph
CAREER OBJECTIVE
To seek a challenging position in an organization that will provide an opportunity to utilize my knowledge and skills to the fullest leading to the fulfillment of the organization’s mission and vision

WORK PREFERENCES

(1) Human Resource Management 

(2) General Services Administration

(3) Accounting

EDUCATIONAL ATTAINMENT

· BS Business Administration, University of the Philippines, Diliman Quezon City.

HONORS AND ACHIEVEMENTS

· College Scholar, (GWA of 1.75 and above), 6 semesters

· Most Outstanding Applicant, U.P. Junior Jaycees

· Procter and Gamble Student Excellence Award Nominee

· Unilever Business Week Nominee

WORK EXPERIENCES

· Human Resource Manager, MNL Inc., Bacoor, Cavite, January 1, 2021 to present

· Human Resource Department Head, Mega I.N.T.E.L Manpower Management, Inc., Las Piñas City, July 8, 2019 to August 10, 2020
· Human Resource Management and Development In-charge/ Administrator/ Coordinator, Manresa School, Parañaque City, July 21, 2013 to June 27, 2019

· Administrative Officer III, Bureau of the Treasury- Communications and Records Management Division, Intramuros, Manila, April 22- July 19, 2013

· Administrative Officer and School Registrar, NBCA International School (formerly Neo Brightside Christian Academy, Inc.), BF Homes Parañaque, Parañaque City,  April 2007 – April 19, 2013
· Acting Administrative Officer and School Registrar, Neo Brightside Christian Academy, Inc. (International School and Language Center), BF Homes Parañaque, October 2006-March 2007
· Executive Secretary & English Teacher, Neo Brightside Christian Academy, Inc. (International School and Language Center), BF Homes Parañaque, April 2006-September 2006
· Sales and Administrative Assistant, Plus Builders Inc., Phase 2 NRR Building Avenida St. Molino  Bacoor, Cavite, August 26, 2005 to February 28, 2006

· Property Consultant, Crown Asia Las Piñas City, July 2005 to August 2005

· Sales Consultant, Philippine Pacific Trade International (PPTI) Pedro Gil, Manila, July 2004- July 2005

· Summer Intern as Administrative Assistant, Comptrollership Sub-Sector, Bangko Sentral ng Pilipinas Vito Cruz, Manila, April 21, 2003 to June 5, 2003

SEMINARS CONDUCTED/ FACILITATED

General Orientation on Policies, Functions and Compensation & Benefits

Developing an Awesome and Empowering Attitude for Consortium Schools

Personality Development 

Purpose in the Mission: Love for Work

Time Management

Achieving a Work-Life Balance

Handling Difficult People at Work

Customer’s Satisfaction

Basic Taxation

SSS, Phil health, and Pag-IBIG Fund Benefits

Work Attitude and Values Enhancement

English Proficiency/Enhancement

SOME SEMINARS ATTENDED

· JULY 2021, “Towards Financial Stability” by Ms. Danica Cantre, MNL Inc.

· JUNE 2021, “Echo Session on Basic Occupational Health and Safety” by Ms. Carol Barrera and Mr. John Mark Marquez, MNL Inc.

· MAY 2021, “Communication Enhancement” by Ms. Maricar Teorima, MNL Inc.

· JULY 15, 2020, “Maintaining Positivity Amidst Covid-19” by Carolina Uno-Rayco, PhD, RGC, RPsy, Philippine Guidance and Counseling Association
· JULY 8, 2020, “How to Project Your Best Self During Online Meetings” by Jonathan Yabut
· JULY 3, 2020, “Harassment in the Workplace”, College of Management, Northwest 
  Samar
                                   “’Leadership in Time of Quarantine Part 3” by Jonathan Yabut

· JULY 2, 2020, “How to Build Good Relationship with Your Boss” by Jonathan Yabut
· JUNE 19, 2020, “How to Manage Millennials in the Workplace” by Jonathan Yabut
· JUNE 16, 2020, “CRASH COURSE:  GUIDANCE AND COUNSELING” by Francis Ray D. Subong, Med., RGC, LPT, PRO, Philippine Guidance and Counseling Association
· JUNE 15, 2020, “OFFICE ERGONOMICS”, College of Management, Northwest Samar State University, Allan S. Dela Rosa

· JUNE 15, 2020, “Leadership in Time of Quarantine:  How to Manage and Develop Remote Teams” by Jonathan Yabut

· JUNE 13, 2020, “From Grit to Great:  How to Motivate Yourself in Time of Covid-19”, by Jonathan Yabut

· JUNE 8, 2020, “Entering the New Normal:  Emerging Office and Workplace Trends in the Time of COVID-19 Pandemic” by Jonathan Yabut

· JUNE 2, 2020, “How to Manage Your Visibility while Working from Home” by Jonathan Yabut

· MAY 30, 2020, “How to Motivate Yourself in the New Normal” by Jonathan Yabut

· MAY 29, 2020, “Difficult Conversations: Embrace Confrontation and Produce Long-lasting Benefits” by Garry Turner

· MAY 27, 2020, “How to Make Employee Mental Health a Priority” by Alanna Fincke and Libby Mullen

· MAY 26, 2020, “How to Speak Confidently at Work Using Confident Language” by Jonathan Yabut

· MARCH 2018, “Tax Reform for Acceleration and Inclusion (TRAIN) Law Briefing”, Sky Freight, Parañaque City

· NOVEMBER 2017, “Educating for the Workplace of the Future”, Function Hall 3, SMX Convention Center Manila

· AUGUST 2017, “Positive School Climate”, Bethel Guest House, Dumaguete City

· APRIL 2017,“Shared Mission”, Manresa School, Parañaque City

· AUGUST 2016,“Managing Fraternal Correction and Accompaniment in the Way of Jesus who is Merciful and Compassionate”, Manresa School, Parañaque City

· JULY 2016, “Deepening of the Understanding of our roles as Evangelizers in the way of St. Candida”, Manresa School, Parañaque City

· SEPTEMBER 2015, “Introduction to Incident Command System/ Radio Communication”, Manresa School, Parañaque City

“Target for Institutional Effectiveness”, Manresa School, Parañaque City

· NOVEMBER 2014,“Our Characteristic Way of Educating”, Manresa School, Parañaque City

“Preparing Your Schools for DOLE Inspections”, Southville International School and Colleges, Las Piñas City

· OCTOBER 2014, “Effects of ASEAN Integration in Educational Institutions”, Diamond Hotel, Manila

· SEPTEMBER 2014, “Work Attitude and Values Enhancement”, Manresa School, Parañaque City

· MARCH 2014, “The Role of Technical-Vocational Institutions in the K to 12 Curriculum”, TESDA Women Center, TESDA Complex, Taguig City

· FEBRUARY 2014, “Effective Taxation and Auditing Procedure”, NCPAG Building, UP Diliman, Quezon City

· AUGUST 2013, “Training Needs Assessment: Tools, Methods and Techniques for Quality Human Resource”, Centro Escolar University, Manila

· OCTOBER 2013, “Human Resource Management Training”, BusinessCoach, San Juan City, Metro Manila

· JUNE 2013, “2013 2nd Round Table Discussion and Assessment towards an Effective Electronic National Archives and Records Management Program in the Government”, NCC Building, C.P. Garcia Avenue, UP Diliman, Quezon City 
· NOVEMBER 23, 2012, “Understanding the Strategies to Promote the New Curriculum in a Digitized Classroom Next School Year”, Manila Ocean Park, Manila

· OCTOBER 3, 2011, “Understanding By Design (UBD)”, Young Achievers International School, Las Piñas City

· SEPTEMBER 2011, “Division Orientation- Workshop on the Standardized Administration and Dissemination/ Interpretaton of Test Results of NCAE for Third Year High School Students, PNHS Main, Parañaque City

· NOVEMBER 27, 2010, “Moving Forward with Backward Design, A Deeper Look at UBD”, Divine Light Academy, Las Piñas City 

· MARCH 17-18, 2010, “Proposed Revisions on the Manual of Regulations for Private Schools” Tagaytay Haven Hotel, Mendez, Tagaytay City

· April 11, 2008, “Multimedia Approach to Language Learning and Its Co-relation with International Standardized Tests”, Hopkins International Partners, Inc., Makati City

· FEBRUARY 2008, “Clear Direction to the Right Path of Sustainable Financial School Operation” Philippine Cultural High School, Abad Santos St. Tondo, Manila

· JANUARY 2004, “The Role of World Bank in the Philippines Fiscal Administration, Philippine Christian University Taft Avenue, Manila City, Philippines

PROFESSIONAL AFFILIATIONS

Association of Philippine Private School Administrators and Mentors (APPSAM), 

Member

Asian Association of School HRMD Practitioners, Inc. (AASHPI), 

Member
Catholic Education Association of the Philippines (CEAP), 

Member 

U.P. CIRCLE OF ENTREPRENEURS

Member, Human Resource Committee, 2002 – 2003

Human Resource Chairperson, 2nd semester, SY 2001-2002

Member, Marketing Committee, 1st semester, SY 2001-2002

U.P. ASSOCIATION OF BUSINESS ADMINISTRATION MAJORS (U.P. ABAM)

Director, Communication and Public Affairs Committee, 1st semester, SY 2003-2004

Member, Finance Committee, SY 2002-2003

Member, Human Resource Committee, SY 2001-2002

U.P. MANILA JUNIOR JAYCEES (U.P. MJJ)

Executive Vice President, SY 2002-2003

Member, SY 2001-2002

Director, Civic Action Program, 2nd semester, SY 2001-2002

Coordinator, Mutya ng BA Contest 2002, 1st semester, SY 2002-2003

SPECIAL SKILLS

· Proficient in English and Filipino

· Skilled in MS Word, MS Excel, MS PowerPoint, MS Publisher and familiar with Cool Edit Software

· Basic taxation

· Basic Philippine laws

PERSONAL INFORMATION

	DATE OF BIRTH
	November 28, 1980
	
	

	CIVIL STATUS
	Married
	
	

	CITIZENSHIP
	Filipino
	
	

	ELIGIBILITY
	Civil Service Commission PROFESSIONAL 2004
	
	


PERSONAL REFERENCES

· Sr. Lorena V. Sevillo, F.I., former Representative of the Congregation in the Apostolic Works (RCA)- Directress, Manresa School, Parañaque City, 0922-9193782/0929-5127696 

· Ms. Myra M. Abdon, HRMD Staff, Manresa School, BF Homes, Parañaque City, 0918-2374287/ 0917-4131179

· Mr. Raymund Tan, Department Head- Admin. Department, Bureau of the Treasury, Intramuros , Manila 0917-5825643

· Mr. Gilbert Roh, Director, NBCA International School, Inc., BF Homes, Parañaque City, 0922-8525604/09178660060
· Ms. Edna J. Ocampo, Directress, Young Achievers International School, Las Piñas City, 847-2352/0906-4884291

