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CAREER OBJECTIVE 

To apply the knowledge and skills into activities that would contribute to the company’s success eventually achieving my personal and professional growth within the company.
Efficient, detail-oriented, highly organized.
Fast learner and can adapt quickly to new ideas and situations.

English literate and basic in Nihonggo (Japanese)

WORK EXPERIENCE  
Corporation 
Executive Secretary (2011-2014)
· Managing the day-to-day operations of the office
· Organizing and maintaining files and records
· Planning and scheduling meetings and appointments
· Making travel and guest arrangements
· Providing quality costumer service

Energetic Healing Massage Services-Makati City

Manager (2003-2006)

· Responsible for the day-to-day operations for  health and beauty.
· Manage spa’s finances, employees and services.
· Provide consistent high standards of costumer service by greeting and 
        assisting costumer and excellent leadership skills.
· Ensure all emails,website enquiries are responded to within eight hours

        receipt or less.

· Ensure all costumer feedback (guest questinaires,verbal comments, etc)

        is used to inform changes in practice and provide staff training to ensure       

        high standards are maintained.

KYODAI

Sales/Marketing
· Assist in production of sales and marketing products

EDUCATIONAL BACKGROUND

· Japanese Language Proficiency Test Level 3

Japan Foundation and the Japan Educational Exchange and Services

Nihonggo Center Foundation inc (2006-2007)

· Caregiving NC 11 (2010-2011)

St Augustine School of Nursing Makati City

· Basic Ms Excel 2010 (July 5, 2014
· Certificate of Completion

Basic Life Support and First Aid Training

Philippine Redcross (2011).

· College: (1999-2002)

University of Mindanao Tagum College (UMTC)

Bachelor of Arts Major in English

· Secondary: (1995-1999)

Davao National High School

LAGUANGES 
· English, Filipino and Japanese

AVAILABILITY

Immediately upon employment

PERSONAL INFORMATION

Date of Birth
:
December 23, 1981
Religion
:
Catholic

Civil Status
:
Single

Citizenship
:
Filipino

