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ANESTE
Email Add: aneste.123525@2freemail.com 

CAREER OBJECTIVE


To be connected with an established organization where my skills and capabilities can be maximized effectively to my chosen field or any related assignments that suit my qualification with an opportunity for personal and professional growth and development.

SUMMARY OF QUALIFICATIONS


Management skills in office, knowledge of records, accounts and inventory procedure. I have knowledge in Computer operation using Microsoft Office products like MS Word, Excel, Outlook Express and Internet. Good in communication skills.

WORK EXPERIENCES

Administrative Assistant (April 2009 – present)

Social Security System (SSS) – Calapan Branch - Ibaba, East Calapan City – Philippines
Duties and Responsibilities

· Coordinate with various staff for operational support activities of the unit serve as a liaison between departments and operating units in the resolution of day to day administrative and operational problems.

· Compose and edit correspondence and memoranda from dictation and verbal direction and from knowledge of policies of established departments/divisions, prepare transcribe, compose type, edit and distribute agendas and minutes of numerous meetings.

· Provide administrative / secretarial support for various departments divisions such as answering telephones, assisting visitors and resolving a range of administrative problems and inquiries.

· Schedule and coordinate meetings, interviews, appointments, events and other similar activities for supervisors which also include travel and lodging arrangements.

· Set up accommodation and entertainment arrangements for company visitors and maintain PC inventory, hard copy and electronic filing system. Distribute staff weekly schedules and support staff in assigned based work.

Accounts Assistant (May 2008 – April 2009)
Social Security System (SSS) - Calapan Branch - Ibaba, East Calapan City, Philippines
Duties and Responsibilities

· Prepare analysis of accounts and monitor accounts to ensure payments are up to date.

· Prepare and process of accounts payable checks transfers and reconciliation of payments.

· Set invoices up for payment, review invoices and cheque request.

· Resolve invoices discrepancies and correspond with vendors for responding their inquiries.

· Assist in month end closing and vendor file maintenance.  

Marketing Assistant – June 2007 – April 2008 

St. Peter Life Plan Insurance Inc. – Calapan Branch, San Vicente, Calapan City-Philippines

Duties and Responsibilities

· Responsible for accurate and timely issue of quotations and prepared invoices to our customers as required. 
· Maintaining the good relations with our customers that will maintain an efficient working environment. 
· Make accurate purchases of material supplies for resale as required. Resolving the problems by liaising with the other staff and the customer. 
· Processing inquiries by phone, fax, email, and personal visits in relation to company business. Meet customers on our premises to discuss their requirements.  

College Days Work Experiences

Office Assistant (On the Job Training) - June 14, 2006 – March 20, 2008
Social Security System - Ibaba East, Calapan City, Philippines
Duties and Responsibilities

· Assist and do RS-5 on receipt for the contribution. Maintain files and records system. Prepare letters/memo for CPC Membership regarding report. Prepare billing letters for different delinquent ER’s based on Web Inquiry System. Answer telephone calls for every business transaction like verification of employers’ plate and costumers’ active account.

Ladies Dormitory Coordinator - Divine Word College of Calapan - Philippines, June – October, 2007
Duties and Responsibilities

· Act as point of contact for routine and special communications pertaining to the building and/or building maintenance. Assist with the communication by informing building occupants of issues and consolidating responses. Contact appropriate departments regarding building issues such as maintenance needs, service outages, safety and security needs. Act as point of contact for discussions with officials and external emergency personnel involved in evacuating the building and directing occupants to other locations in both training and actual situations. Coordinate as necessary with the designated alternate Coordinators who will act on behalf of Coordinator’s absence.
President of Students in Free Enterprise (Co-Curricular Group with International Affiliation in School Organization), Divine Word College of Calapan - Philippines, 2006 – March 2008

Duties and Responsibilities

· Being the highest officer of the organization, I am authorized to approve chairpersons of the organization committee, to order payment expenses incurred by the organization with the convenience for the treasurer, to delegate or authorize any officer or member in his confidence and responsible to render a complete report of the activities and operations of the organizations for the duration of term.

Secretary of Students in Free Enterprise (Co-Curricular Group with International Affiliation in School Organization), Divine Word College of Calapan, 2004 – 2005

Duties and Responsibilities

· Properly keep the file record of minutes of SIFE, all other pertinent documents of the organization. Send all members in good standing report as directed by the President. Prepare an annual report of his offices at the annual meeting. Perform such other duties and function as may be assigned by the President.

Avon Dealer - Calapan Branch - Philippines, 2004-2008
Duties and Responsibilities

· Effectively communicate to customers in the field of marketing. Lead credit management process. To work closely with finance and legal in driving the bad debt recovery. Get the highest quota in selling of Avon products in the organization. Support administration excellences of Avon program.

EDUCATIONAL ATTAINMENT

Bachelor of Science in Commerce ---   Major in Management

Divine Word College of Calapan - Philippines

2004 – 2008
PERSONAL INFORMATION

Age



23
Civil Status


Single

Nationality


Filipino

Language


English and Tagalog

Visa Status


on Visit Visa
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