ODYSSA DAWN MALSI GARIANDO
HR & PEOPLE OPERATIONS SPECIALIST  |  HR VIRTUAL ASSISTANT
Puerto Princesa City, Palawan, Philippines  |  odyssadawn@gmail.com  |  +63 917 775 9293
linkedin.com/in/odyssa-dawn-gariando-chrp
PROFESSIONAL SUMMARY
Human Resources and Administrative Professional with over 14 years of combined experience in HR operations, recruitment and selection, employee relations, training coordination, performance management, compensation and benefits, and administrative support in the power generation industry. Supported a workforce of approximately 31–100 employees. Experienced in job postings, applicant screening, interviews, pre-employment requirements, orientation, and employee onboarding. Certified Human Resource Practitioner with management accounting and executive administrative support experience, seeking remote HR and People Operations support opportunities.
CORE COMPETENCIES
HR Administration  •  Recruitment Coordination  •  Candidate Screening & Interviews  •  Pre-employment Requirements  •  Employee Orientation & Onboarding  •  Employee Relations  •  Compensation & Benefits  •  Training Coordination  •  Performance Management  •  Labor Compliance  •  Employee Documentation  •  Administrative Support
TECHNICAL SKILLS & DIGITAL TOOLS
Microsoft Office (Word, Excel, PowerPoint, Outlook)  •  Google Workspace (Docs, Sheets, Drive, Gmail, Calendar)  •  Asana  •  ClickUp  •  Trello  •  Zoom  •  Microsoft Teams  •  Canva
PROFESSIONAL EXPERIENCE
HUMAN RESOURCE AND ADMINISTRATIVE OFFICER  |  Delta P, Inc.
Puerto Princesa City, Palawan  |  August 2017 – October 2026
Coordinated HR and administrative functions supporting staffing and operational needs of a 30MW power plant and a workforce of approximately 31–100 employees.
Handled recruitment activities including job postings, applicant screening, interviews, coordination of pre-employment requirements, employee orientation, and onboarding.
Supported employee relations, training and development, performance management, and compensation and benefits administration.
Coordinated HR documentation and administrative requirements with internal departments and relevant stakeholders.
Supported compliance with applicable labor laws, workplace policies, and administrative requirements.
Coordinated with contractual agencies and supported general administrative services.
Supported workplace health, safety, and housekeeping initiatives in collaboration with plant teams.


PROFESSIONAL EXPERIENCE (CONTINUED)
ADMINISTRATIVE AND ACCOUNTING ASSISTANT  |  Delta P, Inc.
Puerto Princesa City, Palawan  |  June 2012 – July 2017
Provided scheduling, coordination, records management, document custody, data entry, and administrative support across departments.
Supported financial accounting, management accounting, budgeting, and preparation of financial schedules for internal and external use.
Handled petty cash custody and coordinated internal and external customer support and general office services.
EDUCATION
Bachelor of Science in Business Administration, Major in Management Accounting  |  2008–2012
PROFESSIONAL CERTIFICATION
Certified Human Resource Practitioner (CHRP)  |  International Federation of Professional Managers
SELECTED PROFESSIONAL DEVELOPMENT
Understanding the Gen-Z Mindset — Profiles Asia Pacific, Inc. (2025)
Administrative Human Resource — LinkedIn Learning (2024)
Basic Occupational Safety and Health (BOSH), Qualified Safety Officer 2 — PEME Consultancy, Inc. (2023)
Labor Talk — Atty. Alberto Balbalan Jr. Law Office (2023)
Workshop on Behavioral Interviewing — People Dynamics, Inc. (2021)
Essentials of Human Resource Management — Asian Institute of Human Resource Management / PMAP (2018)
Professional Executive Assistant Training — Businessmaker Academy (2015)
TARGET ROLES
HR Virtual Assistant  •  People Operations Assistant  •  Remote HR Coordinator  •  HR Administrative Support
