
EMELYNS.UY
Purok5,Brgy.Gabas,BaybayCity,Leyte
uyemelyn5@gmail.com
0921-8328729

WORKEXPERIENCES:

HROfficer
CMDistribution
Brgy.Nadohongholan
OrrmocCity
March22,2021toAugust7,2021
Reasonforleaving:Resigned(Personalreasonandplaceofemploymentisnotconvenient)
Lengthofservice:4months

DutiesandResponsibilities:

 Conductedinitialscreeningandfinalinterviewofapplicants

 Orientationofthenewlyhiredemployees(re:companymanual,rulesand
regulations,contract)

 Jobposting

 Payrollchecking

 Issuanceofcompanymemorandums,rulesandregulations

 IssuanceofNTE(NoticetoExplain)toemployeesviolatedcompanyrulesthat
aresubjectfordisciplinaryactions.

 Checkingofemployees’SSS,Phlhealth,Pag-ibigmonthlyremittances.

 ManpowerPlanning(deliveryschedules,route,vehicleassignment).

 Employeecounseling(whohavetechnical,personalandemotionaladjustment
problemsinterferingwiththeirworkperformance)

 Facilitatewarehouseinventoryintheabsenceoftheassignedperson.

 Legalactionsrelatedtolabor.

 BusinessContinuityPlan

 Clericalwork(filing)

Admin/HRStaff
ModernTrendBuildersandSupplies
Brgy.Sta.Ana,Taytay,Rizal
October2015toDecember2017
ReasonforLeaving:Resigned(Decidedtoleaveduetofamilypersonalreason)
Lengthofservice:2yearsand2months

DutiesandResponsibilities:

 201filekeeper

 Conductedinitialinterviewoftheapplicants

 Enrollmentandpaymentofgovernmentmandatedemployeebenefits(SSS,PHIC,



HDMF)

 BIRtaxfiling,paymentandprocessedtaxclearance

 Renewalofbusinesspermits,PCABlicenseandotherimportantdocuments

 FundMonitoring(fundallocation,request,payables,checkandbalance)

 Otherclericalworks(filingandmonitoring)

OfficeAdministrator
TelefoninosFonesandGadgetsCorporation
GreenhillsShoppingCenter,Greenhills,SanJuanCity,MetroManila
October2010toOctober2015
Reasonforleaving:BusinessClosure
Lengthofservice:5years

DutiesandResponsibilities

 Payroll-in-charge

 201filekeeper

 Monitoringcompanysalesandexpenses

 Inventoryofstocks

 Renewalofbusinesspermits

 BIRTaxfilingandpayment

 Weeklyandmonthlyaudit

HRStaff
CarlosA.GothongLines,Inc.
October2009toOctober2010
PrivateGothongWharf,MandaueCity
Reasonforleaving:Resigned(Findabetteropportunity)
Lengthofservice:1year

DutiesandResponsibilities:

 201filekeeper

 Issuedembarkationanddisembarkationofship’screw

 Initialscreening/interviewforapplicantsandexitinterviewforex-crews

AdministrativeAssistant
SecurityandSystemsMonitoringInc.
March2008toJanuary2010
Reasonforleaving:(Lookingforanewchallengeandadditionalcompensation)
Lengthofservice:1yearand10months

DutiesandResponsibilities

 Telephoneoperator

 Renewalandregistrationofcompanyownedvehicles



 Conductedcustomersatisfactioninterview

EDUCATIONALBACKGROUND:

Tertiary : BachelorofScienceinCommerceMajorinBusiness
Administration

UniversityofSanJoseRecoletos
YearGraduated:March2008

Secondary : SanIsidroParishSchool
Talamban,CebuCity
YearGraduated:2004

PERSONALBACKGROUND:

Birthdate : February07,1986
Age : 35yearsold
Religion : Catholic
Status : Married

CHARACTERREFERENCES:

Mrs.DoloresAlcober
Brgy.Gabas,BaybayCityLeyte
0938-0099268

Mr.JesusPabroquez
Brgy.Gabas,BaybayCityLeyte

Ms.DianeAlexisQ.Omoto
CMDistribution
HROfficer
561-3663

Ms.NancieNayre
CMDistribution
HRAssistant
561-3663




