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Maria

HR Professional, Executive Assistant, & ESL Teacher

SUMMARY

Human Resources professional with 7+ years’ experience in recruitment, onboarding, training,
and employee engagement, plus 6 years supporting executives with high-level administrative
assistance. Strong background in project and event management, curriculum development, and
team coaching. Recently expanded expertise through ESL teaching (English as a Second
Language), recognized with multiple awards for coaching excellence.

HIGHLIGHTS

e 7/+years in HR roles (PwC, Bonifacio Vivendi, Solid Group, Johnson & Johnson, Hershey
Co.), covering recruitment, onboarding, training, employee engagement, and HRIS.

® 6 years’ experience as Executive Assistant, managing calendars, vendor sourcing,
procurement, and leadership support.

e Designed and rolled out company-wide training programs for 200+ employees at PwC,
including TNA (training needs analysis) and soft skills development.

e Recognized with Rookie of the Year, Employee of the Year, and Coach of the Year awards
in prior roles.

e 5+ years ESL/Business English coaching, successfully preparing students for EIKEN tests
and job interviews.

e Authored a 30-Day Devotional Book (“Times of Refreshing”), combining writing,
illustration, and project management skills.

CORE SKILLS

e Human Resources: Recruitment, Onboarding, Training & Development, HRIS, Employee
Engagement

e Executive Support: Calendar Management, Vendor Coordination, Event & Project
Management

e Education: ESL/Business English Coaching, Curriculum Development, Training Facilitation

e Communication: Administrative Writing, Article Writing, Editing, Cross-Cultural
Communication

e |eadership: Team Coaching, Staff Development, Module Creation
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TOOLS & CERTIFICATIONS

e Certificates: HR Management (Malaysia-France Institute), HRIS (DLS-CSB), Career
Management & Counseling (DLS-CSB), TESOL Certified
Tools: Microsoft Office, Google Workspace, WordPress, HRIS platforms

e lLanguages: English (Fluent), Japanese/Korean (Basic instructional context)
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