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Objective:  Seeking employment that allows me to grow professionally, while being able to utilize my skills for the betterment of the organization with the best use of my dedication, determination, resourcefulness.

Work Experience:
Data Encoder

National Statistics Office-National Capital Region District III

F.O.R.C. Building, San Juan City, Philippines

(June 14, 2012 – October 15, 2012)

· Encodes data/requirements into the 2012 Updating List of Establishments Machine Processing for the Municipalities of Pasig, Marikina, Mandaluyong, and San Juan.

· Encodes birth, marriage, and death certificates (using ICD-10 Codes) for Municipalities of Pasig, Marikina, Mandaluyong, and San Juan.

Medical-Legal Transcriptionist 3/Administrative Assistant
International Transcription and Business Outsourcing Systems, Inc. (ITBOSI)

Room 6, Mezzanine Floor, Broadway Centrum

Aurora Boulevard corner Dona Juana Rodriguez Avenue, Quezon City

(October 30, 2006 – March 3, 2011)

· Transcribes dictation for a variety of medical reports from physicians and nurse practitioners using Express Scribe and computer software.
· Edits for inconsistencies, utilizing correct punctuation, grammar, spelling, clarity, and proper medical terminology.

· Proofreads all work to ensure that name, account number, patient complaints, examinations, diagnosis, treatment plans, and all other necessary information is accurate.
· Performs quality assurance check.
· Ensures that correct format and appearance are maintained as well as the appropriate resource books.

· Learns new equipment and computer software as it is upgraded.
· Receives and processes inquiries from visitors, telephone calls, correspondences and other documents and maintains a logbook in this regard.

· Maintains office files and helps monitor accountable forms.

· Ensures the availability of office supplies and the workability of office equipment and appliances, and oversees the overall upkeep of the office premises.
· Manages an updated equipment and office supplies inventory and prepares the corresponding reports in a timely and accurate manner:  Monthly Inventory of office furniture, fixtures, equipment and others; Monthly Office Supplies Inventory.

· Prepares timely and accurate attendance reports and monitors time cards of staff to facilitate preparation of the following reports: Bi-monthly attendance for payroll; Monthly and yearly summary of leaves; Monthly summary of absences/tardiness.  

· Assists in the entire recruitment process, including resignation.

· Assists the Production Department in the preparation of the following reports:  Monthly Production and Sales Report; Overflow of production reports such as the Quality Measurement Form.
· Assists the Chief Accountant.

· Assists the Systems Administrator in the procurement off computers, printers and other office equipment:  Coordinates with suppliers on request quotations; Prepares canvass sheets, purchase requisition slips.

· Prepares minutes of meetings, presentations or ad hoc reports whenever necessary.

Accounting Clerk

Department of Budget and Management (DBM), Regional Office IV-B (MIMAROPA), 6th Floor Asiatrust Building, 1424 Quezon Avenue, Quezon City 
January 5, 2004 – September 30, 2004
· Prepares Disbursement Vouchers, Allotment and Obligations, Journal Entry Vouchers, RAOPs, Internal Revenue Allotment, Financial Reports of Operations.

· Inputs data requirements for various accounting/financial reports.

· Maintains accounting files.

· Assists with front office reception duties.
· Manages an updated equipment and office supplies (inventories, controller, canvassing, purchasing, distribution, RIS).  Prepares Quarterly Reports of Issuance of Supplies and Balancing of stock cards from RIS. 
· Help to generate reports for planning and budgeting purposes.
Data Encoder
Department of Budget and Management (DBM), Bureau E
Malacanang, Manila
May 10, 2000 – March 31, 2003
· Encodes data/requirements into the Budget Preparation Management System (BPMS).
· Assists in the 2001 Budget Preparation Activities of the Budget and Management Bureaus.
· Responsible in updating/maintaining balance figures/amounts in the system.
· Furnishes records of the selected government agencies for the creation of the National Expenditure Program (NEP).
· Assists in the preparation /setting up of Foreign Assisted Projects (FAPs) Database and generation of various tables and reports on FAPs releases, profile status and similar updates for the Secretary/Management (for submission, presentation to the Cabinet and the President), oversight committees and donor institutions.
· Assists in updating PSIPOP-GMIS of agency coverage and other activities relative to the setting up of a FAPs Database in connection with the World Bank  Technical Assistance Grant.
· Responsible in preparing reports for Monthly Summary List of Check Issued (SLCI) for all regions.
· Assists in the preparation of Tax Remittance Advice (TRA) per department/agency (DAR, DPWH-NIA, DOLE, DOJ, DOTC, DTI)

· Assists in printing and releasing of Special Allotment Release Order per department/agency.
Legal Secretary

MANALO PUNO JOCSON & PLACIDO Law Offices

5th Floor, Valero Tower, 122 Valero St., Salcedo Village, Makati City

June 1996 – August 31, 1998
Staff Assistant 3
ADVIENTO LOTILLA REYES Law Offices

Suite 309, 3rd Floor PELBEL Building, 2019 Shaw Boulevard, Pasig City

January 2, 1995 – December 29, 1995

· Responsible for encoding, printing, and reproduction of all pleadings and other matters which the partners may assign.
· Assists in the monitoring and updating the docket of cases handled by the office.
· Responsible for the proper maintenance and upkeep of all files, both paper and electronic.
· Perform other functions as a supplies controller.
Cashier/Sales Assistant

SM SUPERMARKET SUPERVALUE, INC.

SM Megamall – B, Edsa, Mandaluyong City

February 9, 1994 – July 15, 1994
· Provides good services to the customers.
· Assists customers in locating specific items.

· Enters purchases into cash register to calculate total purchase price.

· Accepts cash, checks, or bankcards for payment; completes check and bankcard transactions according to established procedure.

· Counts money, gives change and issues receipt for funds received.

· Calculates discounts or references; requests customer identification for certain discounts and receipts as required.

· Maintains sufficient amounts of change in cash drawer.
· Balances cash drawer and receipts; documents discrepancies.

· Keeps register area neat and stocked with necessary supplies.

· Assists in other areas of store, such as clean-up, shelf-stocking, or keeping merchandise displayed in an orderly manner.
Trainings:
InnovaQuest

Ground Floor Urban Building

405 Sen. Gil Puyat Avenue
Bel-Air, Makati City

On-the-Job Training Program

Entry-Level Medical Transcriptionist

St. Luke’s Medical Center

279 E. Rodriguez Sr. Boulevard

Cathedral Heights, Quezon City

February 5, 1992 – February 24, 1992

Medical Secretary – Trainee

Civil Service Commission

SEC Building, EDSA, Greenhills, Mandaluyong City

December 1991 – February 1992

Legal Secretary – Trainee

Philamlife Insurance Company

88 N. Domingo St., San Juan, Metro Manila

November 1990 – February 1991

Office Secretary – Trainee

Education:
Bachelor in Office Administration

June 1989 – May 4, 1993

Polytechnic University of the Philippines

Sta. Mesa, Manila

June 1985 – March 16, 1989

Torres High School

Juan Luna, Tondo, Manila

June 1979 – March 27, 1985

Lakan-Dula Elementary School

Solis, Tondo, Manila
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