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OBJECTIVE:
To find a job/position suited to my qualifications to explore the full potential of my abilities and talents in a company/organization that values growth and professional stability.
WORK EXPERIENCE:
June 2014 to February 2015
Local Government Unit - Villaverde
Villaverde, Nueva Vizcaya
Assistant/Clerk – Treasurer’s Office

· Maintain and update record of issued and remitted receipts to the bank
· Assists in the preparation of vouchers for  the salary of employees
· Assists in the disbursement of salaries of employees
· Assists in remitting check payments of employees monthly contributions 

· Assists in disbursing / delivering check payments to suppliers

· Maintains efficient filing and documentation and company files
· Maintain and update real property tax record in the database
· Responsible in issuing community tax certificate to individuals
· Responsible in issuing receipt of payments to tax certificates

· Relays important information to the staff from the Treasurer and vice versa

· Assists clients toexpound needed information and address their concerns

· Delivers documents and correspondence to different offices and run errands as needed

· Operates office machines such as photocopiers, scanners , facsimile machines

· Provide administrative support to ensure that operation is maintained in an effective manner

December 3, 2013 to March 22, 2014

Philippine Statistics Authority(National Statistics Office)

Bayombong, Nueva Vizcaya

On-The -Job Trainee

· Communicate with clients to answer their queries, explain information and address their concerns

· Assist clients in administering the right form to complete and the process they need to do

· Assess / verify completeness of forms submitted by clients

· Search records of clients in the database then forward it the concerned department for processing
· Maintains and update records of documents processed and released
· Keep thebarcode/transaction numbers updated in the system
· Hands-on Registry System for Basic Sectors for Agriculture data entry

· Maintaining the record and completeness of the Security Paper
· Responsible in keeping inventory of new books at the library section
· Enter Certificate of Live Birth of the different Municipalities in the database
· Encode FORM 1 of Census of Agriculture and fisheries in the database
EDUCATION:

BACHELOR OF SCIENCE IN INFORMATION TECHNOLOGY
2010 - 2014

Nueva Vizcaya State University, Bayombong, Nueva Vizcaya

CHARACTER & PROFESSIONAL REFERENCES:

(Available upon request)
OTHER SKILLS AND QUALIFICATIONS:
Computer Literate
Proficient in Microsoft Word and Microsoft Excel. 

Literate in Microsoft Power Point. 

Internet User

Able to use the web as a venue for research and acquiring pertinent data.

English Proficiency
Able to read, write and speak in English proficiently.
Attitude


Able to work well with different settings and handle additional work duties well
Visa


Tourist visa
