[bookmark: _GoBack][image: ]Fresh graduate, committed to serving as a valuable asset to a company day in and day out. Motivated with passion and dedication. 
Highlights
· Microsoft Office (Word, Excel, PowerPoint)
· Articulate in both written and verbal communication
· Works independently or as part of a team
· Organized and efficient
· Coordinates and completes task
· Limited working proficiency in French language 

Education
Bachelor of Art Major in Psychology
(2015-2020)
San Beda College Alabang
Philippines
Certifications
· Psychological Association of the Philippine-Junior Affiliates (PAPJA) Convention 
            (January 2019)
· Mental Health: Lesson from the Masters (June 2020)
· Becoming Relevant: Issues and Challenges of Guidance Counselors (June 23, 2020)
· Interview Tips (June 19, 2020)
· Best Fit Therapeutic Practices During The Covid-19 Contagion (June 25, 2020)
· Quality Of Life In The Times Of Crisis (June 26,2020) 


+63929 888 4787	              atienzacla00@gmail.com               Blk. 9 Lot 33, N. Virata, San Jose,
                                                                                                               Cavite, Philippines
Experience
Human Resource Management Intern (January 2020 – May 2020)
University of the Philippines Manila – Taft, Manila
· Assist on the day to day operations of HR functions with focus on Recruitment. 
· Assist on leaves and absences of employees
· Assist on administering, checking and scoring of Psychological exams. 
· Process documentation pertaining to personnel activities (recruitment: sorting of applications, 201 Files)
· Conducts phone interviews 
· Encodes, maintains and updates monitoring files and provides weekly recruitment reports
· Endorses qualified applicants to respective departments
· Ensures completeness of Pre-Employment Requirements
· Performs other duties that may be assigned from time to time

Clarice S. Atienza
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