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Career objective
To obtain a position with a progressive firm, where I can utilize my Secretarial & Administration skills and to ensure an effective contribution to company’s growth.  Enthusiastic to gain additional knowledge and experience necessary for future advancement.

Profile
· Self-disciplined and determined; Excellent analytical and investigative skills; Profound on details and organized

· Ability to perform multiple tasks on various levels and manage priorities; Good oral and written communication skills; Hardworking and willing to learn; Ability to work independently in high stress environment and meet deadlines 

Educational qualification & skills

Bachelor of Science Major in Management S.Y. 2000 – 2003 

Notre Dame of Marbel University (NDMU)

Computer System Design and Programming S.Y. 2004 – 2006

AMA Marbel, Koronadal City, South Cotabato

Computer Literacy:
Excellent Skills in Multimedia and Office Productivity Tools:

Microsoft Office (Word, Excel, Power Point) 

Employment Profile
Company: DMX ELECTRONICS SUPPLIES


Position

:  Administrative Assistant – Secretary
Manila-Philippines                                        


Period covered
:  June 2011 – September 2014
Job description

· Answering telephone calls; maintaining diaries; Taking messages; Filing

· Prioritising workloads and supervising junior staff; Handling correspondence

· Implementing new procedures and administrative systems; Handle information requests.

· Arrange for outgoing mail and packages to be picked up.

· Prepare statistical reports. Greet and receive visitor.

· Prepare confidential and sensitive documents. Coordinates office management activities.

· Determine matters of top priority and handle accordingly. Takes and transcribes dictation.

· Helps prepare office budget. 

· Relay directives, instructions and assignment to executives.

· Receive and relay telephone messages. Direct the general public to the appropriate staff member.

· Maintain hard copy and electronic filing system.

Company: GLOBE TELECOM



Position

:  Sales Agent
Manila-Philippines                                        


Period covered
:  September 2010 – June 2011
Job description
· Services existing accounts, obtains orders, and establishes new accounts by planning and organizing daily work schedule to call on existing or potential sales outlets and other trade factors.

· Adjusts content of sales presentations by studying the type of sales outlet or trade factor.

· Focuses sales efforts by studying existing and potential volume of dealers.

· Submits orders by referring to price lists and product literature.

· Keeps management informed by submitting activity and results reports, such as daily call reports, weekly work plans, and monthly and annual territory analyses.

· Monitors competition by gathering current marketplace information on pricing, products, new products, delivery schedules, merchandising techniques, etc.

Company: Sangguniang Panlungsod Office City of Koronadal, So.cot



Philippines                                        



Position

:  CKICTP DATA ENCODER/ Legislative Staff




  


Period covered
:  July 2006 – August 2010

Job description
· Direct or respond to constituent calls and requests for information; resolve issues and provide information as directed. Distribute information to other legislators, staff, agencies and the public as directed.

· Safeguard confidentiality of office files and information received. Open mail and email and direct/redirect or respond as requested.

· Review Committee schedules and agendas to determine Senator’s schedule.

· Set up and maintain an electronic and paper filing system of confidential and work related documents; file accurately, both numerically and alphabetically.

· Make travel arrangements including airline, rental car and hotel and maintain file of expenses as directed.

· Maintain strict confidentiality and exercise discretion.

· Exhibit high level of professionalism in conduct, work ethics and appearance.

· Analyze and comprehend complex documents and demonstrate a mastery of the English language including grammar, punctuation, syntax, etc.

· Clearly communicate information in spoken English, listen well and ask relevant questions.

· Use the computer to track documents, perform research, and communicate with other staff members, legislators, lobbyists, the media and general public.

· Prioritize multiple tasks, work efficiently within time constraints and deadlines, and handle stressful situations. Self-motivated and work independently.
Personal Details 
Nationality
   
  :   Filipino



Sex

:   Female
Date of birth
   
  :   December 30, 1982


Civil status
:   Single
Place of birth
  
  :                            

Religion
:   Christian 




      Philippines

 Languages known
  :   Fluency in English & Tagalog, 


Visa category

  :   Tourist Visa




