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​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​Employment Objective:

I seek challenging opportunities and environment where I can use and enhance my skills professionally.
Personal Data:
Age

:
24
Date of Birth:
April 28, 1990
Place of Birth:
Bayawan, Negros Oriental, Philippines
Gender
:
Female
Civil Status
:
Single
Religion
:
Roman Catholic
Citizenship
:
Filipino
Educational Background:
COLLEGE
2010-2011

Bachelor of Science in Office Administration



Gov. Alfonso D. Tan College



Tangub City, Misamis Occidental
SECONDARY
2006-2007

Tangub City National High School



Tangub City, Misamis Occidental
ELEMENTARY
2002-2003

Kauswagan Elementary School



Kauswagan, Tangub City
Work Experiences:
June 2011 – November 2014
SUPERVISOR






Star Oil SRP Gasoline Station






SRP, Cansojong, Talisay City, Cebu

Responsibilities:
· Daily Sales and Stocks recording and monitoring.
· Balance Sheet, Auditing and Financial Reporting.
· Making A.T.L. (Authority to Load) of company withdrawals at Depot.
· Depot Withdrawals and Stations’ Delivery Recording and Monitoring.
· One-on-one, staff and branch communicator.
· Implements station’s Rules and Regulations.
· Maintaining Office system operations and procedures: staffing; preparing payroll; designing filing systems; and monitoring clerical functions.
· Regularly discussing issues and concerns with employees and appraising job results.
Summer 2010


Summer Job






Tourism Office






Tangub City
November 2009 – March 2010
On the Job Training (OJT)






Tourism Office






Tangub City
November 2008 - March 2009
On the Job Training (OJT)






Tourism Office






Tangub City
Skills:
· Supervisory and Office Management.
· Computer skills in Microsoft Office Word, Excel, Power Point, internet, etc.
· Leadership
· Auditing 
· Banking and Daily Business Transaction Recording.
· Daily Sales Monitoring and Reporting.
Trainings and Seminars:
July 9, 2010


Operational Planning Workshop





Maloro, Tangub City
July 3-4, 2010

Leadership Team Building Seminar





Maloro, Tangub City
July 25, 2009

GADTC Student Leadership Training Seminar Workshop





Function Hall 1, Tangub City
Affiliations:
2010-2011


C. E.O.





School of Office Administration Department





Gov. Alfonso D. Tan College





Tangub City
2009-2010


Vice C. E.O. 





School of Office Administration Department





Gov. Alfonso D. Tan College





Tangub City
2008-2009


Administrator





School of Office Administration Department





Gov. Alfonso D. Tan College





Tangub City
Extra Curricular Activities:

April 3-7, 2009

Usherette





NMRAA (Northern Mindanao Regional Athletic Association)





Tangub City
