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OBJECTIVE: To use my skills and talents to the best of my ability in every job I undertake, also learn from every job and continue to broaden my skills in every aspect of my life, personally and professionally.

WORK EXPERIENCE:

UNIVERSITY OF PERPETUAL HELP SYSTEM DALTA

Pamplona, Las Piñas City, Philippines

Position: Administrative Secretary, Colleges of Pharmacy, Medical Technology and Radiologic Technology
From: December 2, 2003 
To: July 20, 2014
· Monitor faculty encoding of student grades
· Handles parent and student inquiries
· Prepare liquidation reports and payment requests
· Maintains record of faculty profile, college activities, and various accomplishment reports
· Facilitate college communications to other departments, and vice–versa
· Receives incoming and outgoing calls and schedule appointments
· Inputs faculty schedules and teaching assignments in university database 
· Coordinate notices and communications to deans and faculty members
· Follow up actions of other offices in both college and student–related concerns
· Serves as front desk officer for student concerns
· Assist the Deans in making reports such as Year-End, Mid-Year and Accomplishment reports
· Assists in conducting surveys for professors performance and student satisfaction
· Prepares enrollment reports for submission to School Director
· Attends staff development training
· Able to handle and communicate well with foreign students of the college (Nigerian, Indian, Saudi Nationals, and Syrian)
· Draft memorandums for circulation of office concerns
· Responsible for the procurement of office supplies and materials
· Able to handle office equipments and machines 

· Can work efficiently even under pressure while handling three colleges at the same time

· Able to meet deadlines of documents especially during accreditation and audit season

SAVANT TECHNOLOGIES, INC.

1685 Herrera St. Corner Felix Huertas,

Sta. Cruz, Manila, Philippines

Position: Data Encoder/Prime Movers/Data Controller

From: February 19, 2001
To: March 1, 2004

· Encode hard copy files into database
· Perform post–encoding analysis of data such as proofreading
· Delegate data encoding to subordinates
UNIVERSITY OF PERPETUAL HELP- RIZAL

Alabang–Zapote Road, Las Piñas City, Philippines

Position: Secretarial Staff/Encoder

From: August 8, 1997 

To: July 15, 2000
· Maintain file records of students
· Answer incoming calls of various concerns and inquiries, and carry out the necessary actions
· Encode student grades from hard file grade sheets
OTHER SKILLS:

· Knowledge of operating all office machines

· Good typing skills (10 keys by touch, 45 to 50 wpm)

· MS Word and Excel proficient
· Tea Girl / Cashier

· Document Controller / Time Keeper
· Customer Services Assistant 
EDUCATIONAL BACKGROUND:

     College:

ASIAN COLLEGE OF SCIENCE AND TECHNOLOGY




Cubao, Quezon City, Philippines




Course: Computer Secretarial and Office Management



School Year: 1994-1996

     Secondary:
  
BATANES NATIONAL HIGH SCHOOL

                          Basco, Batanes, Philippines

                      

School Year: 1987-1991

     Elementary:

DON AMADEO PEREZ MEMORIAL ELEMENTARY CENTRAL SCHOOL

Urdaneta, Pangasinan, Philippines

Grade 3- Second Honor

                             
School Year: 1981-1987

REFERENCE:

Available upon request
PERSONAL DATA:


Birthdate:
April 7, 1974


Birthplace:
Urdaneta, Pangasinan, Philippines


Religion:
Roman Catholic


Sex:

Female


Nationality:
Filipino


Height

5’


Weight

98 lbs







