
ZARAJANEM.LLORIN
Lalaan1stSilang,Cavite,Philippines
Emailaddress: zarajanel@yahoo.com
ContactInfo.09292198454

Objectives
TosecureaprofessionalpositionwhereIcancontributemyoverall

efficiencyandskillsinthefieldofHumanResourceandtoenhancemy
knowledgeandskillsinthiscareer.

WorkExperiences

 Self-employed
MangoCrazeByZiem
99M.HDelPilar,Silang,Cavite
February2020uptopresent

MangoTangoShakewithatwist
AciendaDesignerOutletMall
Lalaan1stSilang,Cavite
March2019-January2020

 HRSharedServicesStaff
AnalogDevices,Inc.
GatewayBusinessPark,Javalera,
GeneralTrias,Cavite
November2018-March2019

UnderJohnClementsConsultant,Inc.,
2/FRCIBldg.,105RadaStreetLegaspiVillage,
MakatiCity
February8,2018-August8,2018

Duties
 StatutoryBenefitsSpecialistassistant
 Preparestatutorybenefitstransmittallist.
 Responsibleinmemberdatachangeprocess(SSS,PhilHealthandPag-IBIG)
 Respondtoinquiriesofemployeesregardingtotheirmemberdatachangeupdate.
 ResponsibleinLoantransactionsandinquiries(SSSandPag-IBIG)
 ResponsibletoupdateLoanandMemberdatachangetracker
 Acknowledgeandtrackreceiveddocuments.
 AssistantfacilitatoronPhilhealthandPag-IBIGorientation.
 Masshiringvolunteer

 HRAssistant
PremierCreativePackaging,Inc.,
FCIELangkaan,Dasmarinas,Cavite
July24,2017toFebruary5,2018

Duties
 ProvideclericalandadministrativesupporttoHumanResourcestaff.
 Responsibleinrecruitmentcycle,arranginginterviewsandproperdeployment
 HRfunctionlikeorientingthenewlyhiredemployeesabouttheCompanyRulesandRegulation/

CompanyProfile
 Handlingemployeescomplainsandinquiries
 Responsibleforassistingemployeesbenefits(socialbenefits,sickleaveandvacationleaveprocess)
 ResponsibleinPayroll
 ResponsibleinATM applicationprocess

 Trainee
AnalogDevicesIncorporated
GatewayBusinessParkJavaleraGen.Trias,Cavite

PersonalInformation
DateofBirth :Nov.11,1991
Age :28
CivilStatus :Single
Sex :Female
Religion :RomanCatholic

Skills

 Abletorelatewith
differentpeople

 Canworkunderminimum
supervisionwithefficiency
andaccuracy

 MSOffice(Powerpoint
presentation,Excel)



April26-June2,2016

 Trainee
BahaySanRafelFOundation
BrgySalaban,Amadeo,Cavite
July4–August17,2016

 ProductionOperator
UnderAgency(SRI)ServiceResourcesInc.
(October13,2012toMarch27,2013
JAEPhilippinesInc.
GatewayBusinessParkJavaleraGeneralTrias,Cavite
(April30-October09,2012)

 ProductionOperator
Phil.EPSONOpticalInc.
GatewayBusinessParkJavaleraGeneralTrias,Cavite

(November12,2011-April11,2012)

 ProductionOperator
MitsubaPhilippinesCorporation
FCIELangkaan,DasmarinasCity,Cavite
(November11,2010-April30,2011)

EducationalAttainment

TertiaryLevel: CaviteStateUniversity-SilangCampus
BSPsychology

BigaI,Silang,Cavite
S.Y2013-2017

SecondaryLevel: TagaytayCityNationalHighSchool
MendezCrossingEastTagaytayCity
S.Y2004-2008

AwardsandAccomplishments

 CertificateofAppreciation
BeyondPsycornerstone:On-the-jobTrainingPreparationandCareerOrientation
CaviteStateUniversity-Silang,Cavite
April26,2017

 Certificateofcompletion
InfoSecBestPracticesModule:AvoidingPhishingThreats4295
AnalogDevicesIncorporated
GatewayBusinessParkJavalera,GeneralTrias,Cavite
May26,2016

 CertificateofCompletion
CodeofBusinessConductandEthics
AnalogDevicesIncorporated
GatewayBusinessParkJavalera,GeneralTrias,Cavite
May24,2016

 CertificateofAppreciation
6thChristmasPartyofDasmarinasCenterforSpecialNeeds
DASCACompound,Brgy.Burol1,CityofDasmarinas,Cavite
December21,2015

 Certificateof Recognition(PerfectAttendance)
JAEPhilippinesIncorporated
GatewayBusinessParkJavalera,GeneralTrias,Cavite
October27,2012



SeminarsAttended

 EthicsintheWorkplace
AnalogDevices,Inc.-GatewayBusinessPark,Gen.Trias,Cavite
(August16,2018)

 WritingSkillsCafé
AnalogDevices,Inc.-GatewayBusinessPark,Gen.Trias,Cavite
(June28,2018)

 FliptheCoin:ExploringQualitativeResearch
CaviteStateUniversity-Indang,Cavite
(January6,2016)

 7thAnnualConventionandExhibitionManagement2015withthetheme:UnityandDiversity:YestoLanguage,
NotoCulturalEthnocentrism
CaviteStateUniversity-Silang,Cavite
(September4,2015)

Iherebycertifythattheinformationmentionedaboveiscorrecttothebestofmyknowledgeandbeliefs.

Zara
JaneM.Llorin




