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 CAREER OBJECTIVES 

To obtain a position as Executive Secretary, Office Administrator, Accounts Assistant, Document Controller and Data Entry with strong interpersonal and organizational skills.
 PROFICIENCIES AND KEY SKILLS 

   Excellent in verbal, written and listening communication skills.
       Knowledge in accounting system particularly in accounts payables/receivables and financial system. 
   Good supervisory with strong analytical skills and creative thinking including the proven ability to solve
          problem 
       Ability to do multi task while meeting challenging deadlines 


Self-motivated, efficient, trustworthy, hardworking and able to adjust to a new environment and fast learner. 


Experienced working under pressure and multitasking and also have the ability to work with all levels of Management
    Thorough knowledge in maintaining calendars and scheduling appointments 

Strong capability to improve efficiency ensuring from proven organizational skills with experience in putting up new systems, coordinating meetings, tracking and record keeping 
    Profound knowledge in Administrative operations 
    Proficient in computer applications such as MS Word, MS Excel, MS Powerpoint, MS Outlook
           Internet searching with good typing speed 
    Basic computer software troubleshooting 

 ACADEMIC QUALIFICATION 
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BACHELOR OF SCIENCE in Computer Science
City College of Manila, Philippines
 PROFESSIONAL EXPERIENCE 
 SIMPLEX INDUSTRIAL CORPORATION, Caloocan Metro Manila, Philippines
Position:  Executive  Secretary  cum  Administrative  Officer  cum  Inter  Branch
Asst. Manager
From: June 2011 – January 2015
Responsibilities as Executive Secretary to the Vice President/Inter Branch Manager:

Responsibilities as Administrative Officer/Inter Branch Asst. Manager:
1.   Administer and monitor the financial system:
     Monitoring and maintaining day to day financial system
     Implement financial policies and procedures
     Establish and maintain supplier accounts
     Ensure data is entered into the system
     Ensure transactions are properly recorded and entered into the computerized accounting system
     Assist in the preparation of income statements
     Assist with the annual audit
     Maintain financial files and records of branches
2.   Oversee the accounts payable and accounts receivable systems in order to ensure complete and accurate records of all funds:
     Checking and reviewing the accounts payable before preparing the cheques
 
Checking and reviewing the reconciled the accounts receivable and ensure that it is entered into the accounting system
     Checking and reviewing the weekly deposits of branches
     Checking and reviewing the utilities bills and collections of accounts
3.   Administer employee files and records of branches in order to ensure accurate payment of benefits and allowances:
     Administer employment 201 files
     Verify and report on benefits payments
     Maintain the leave management system
     Supervise completion of the payroll
     Review payroll reports before entering in the system
4.   Supervise administrative services of the branch:
     Manage the filing, storage and security of confidential documents.
     Respond to inquiries of branches
     Manage the repair and maintenance of computer, office equipment, vehicles, building, and etc.
     Monitor and maintain insurance coverage’s
     Monitor the expiration of all permits and licenses.
5.    Other responsibilities:
     Set up and oversee administrative policies and procedures for offices and/or departments.
     Develop a manual for the company policies with the help of the Top management personnel
 
Review operating practices and procedures in order to determine whether improvements can be made in areas such as workflow, sales improvement, reporting procedures, or expenditures. 
                  Interpret administrative and operating policies and procedures to employees. 
     Meet with individuals, special interest groups and others on behalf of executives, committees and
boards of directors. 
     Create resolution if there are administrative problems occurred.
 
Administer the warehouse system, ensuring that the stocks of all fast moving items are available at all times.
     Respond to customer inquiries and/or complaints.
NOOR INTERNATIONAL PERSONNEL SERVICES INC., Manila, Philippines
Position: Executive Secretary/Administrative Staff
From: November 2010 – April 2011
Responsibilities as Executive Secretary to the General Manager:
 
Checking and verifying incoming e-mail and mail messages for the importance and confidentiality of the said communication. 
           Head official meeting for the daily accomplishments of personnel. 

	

	

	Prepare daily reports, presentations and other important documents. 
Prepare important documents to be signed by the chairman or the head officer. 

	
	

	Received and transfer important messages from clients and other important person. 
Assist the chairman or head officer regarding the department or company’s status by showing

	
	
	the documents and other important files. 

	
	
	Create and distributes meetings minutes. 

	
	
	Confer the new projects to the officer for preparation of curriculum vitae to sent to the clients. 

	
	
	Encode and store important files or documents in computers. 


WELLTUNED ENGINEERING SERVICES, Manila, Philippines
Position: Secretary/Maintenance Coordinator (Contractual)
From: October 2005 – October 2010
Responsibilities as Secretary to the General Manager:
	

	

	Read and screen incoming correspondence and reports; make preliminary assessment of the importance of materials and organize documents; handle some matters personally and forwards appropriate materials to the general manager. 
Assigned personnel/technicians on their designation 

	
	

	Sorted and route incoming mail, answered correspondence, and prepared outgoing mail. 
Compiled, copied, sorted, and filed records of  office activities, business transactions, and other

	
	
	activities. 
Check  and  review  a  variety of  data  for  accuracy,  completeness and  conformity to  established

	

	
	standards and procedures. 
Maintain appointment calendar, schedule appointments, conferences, and meetings. 

	

	

	Requisition supplies and materials for office and office copy equipment. 
Perform multi-pragmatic tasks successfully. 

	
	

	Maintain confidential information of office related information. 
Communicate with customers, employees, and other individuals to answer questions, disseminate or

	
	
	explain information. 

	
	
	Operate office machines, such as photocopiers and scanners, facsimile machines and personal

	
	
	computers and maintain filing system as required by the general manager 


CENTRAL BANK OF THE PHILIPPINES, Manila, Philippines
Supervisory Report and Studies Office (SRSO) Position: Secretary (Contractual)
From: September 2002 – June 2004
Responsibilities as Secretary to the Deputy Director:
	
	
	Receiving, recording, releasing incoming and  outgoing communication from  the office of  the
Deputy Director of Supervisory Report and Studies Office (SRSO). 

	
	
	Check/proofread memoranda, letters and e-mails letters for feasible errors before releasing 

	
	
	Handle routing instructions from the Deputy Director of SRSO 

	
	
	Handles telephone communication 

	
	
	Photocopied/collated official communications(outgoing) 

	
	
	Arrange staff meeting of the Department, prepare travel itinerary. for the Deputy Director. 

	
	

	Maintains records and files for the Deputy Director. 
Types correspondences, memoranda, reports and other materials in draft and in final form as

	
	
	maybe assigned by the Deputy Director. 

	
	
	Consolidates quarter and annual accomplishment report of the Data and Reports Group 


CENTRAL BANK OF THE PHILIPPINES, Manila, Philippines
Supervisory Report and Studies Office (SRSO) Position: Data Encoder (Contractual)
From: September 2001 – September 2002

Responsibilities as Data Encoder:
       Encode Biographical Data of Different Directors/Officers of banks from different place in the Philippines 
             Verify/proofread encoded Biographical Data for possible errors 
      Responsible for  the  list  of  Biographical Data  of  different Directors/Officers of  banks from
                 different places in the Philippines with incomplete information 
      Filed encoded and verified Biographical Data 
DATAMEX INSTITUTE OF COMPUTER TECHNOLOGY SCHOOL, Pasig Philippines
Position: Teacher
From: November 2000 – March 2001
Responsibilities as Teacher:
           Educate in the field of computer and other minor subjects such as Rhetoric and Speech and Drama 
           Educate those professionals who do not have background in computer 
     Evaluate the students 
RMC EQUIPMENT, Makati Philippines Position: Secretary to the General Manager From: June 2000 – August 2000
Responsibilities as Secretary:
      Receiving calls from different clients of different companies 
      In-Charge for paying company bills such as MERALCO, PLDT, etc. 
      In-Charge for deposit/withdrawing cash with the depository bank of the company 
      Types various letters for different clients 
      Arrange meetings and maintains records and files for the general manager 


PERSONAL INFORMATION 

	Age                                 :
	35 years old
	Nationality          :
	Filipino

	Gender                            :
	Female
	Marital Status     :
	Single

	Language spoken           :
	English, Tagalog
	
	

	Visa Status                     :
	Tourist Visa
	
	


CHARACTER REFERENCES
Available immediately upon request















�









�
Read and analyze incoming memos and reports in order to determine their significance and plan their distribution and prepare responses to correspondence containing routine inquiries. 


Prepare agendas and make arrangements for committee, board, and other meetings. 


Prepare reports, memos, letters, using MS Word, MS Excel and MS Powerpoint for presentations �
�
�



�
Manage and maintain executives' schedules and make travel arrangements. 


Compilation  of  data,  and  prepare  papers  for  consideration  and  presentation  by  executives,�
�
�



�
committees and boards of directors. 


Compile, transcribe, and distribute minutes of meetings also attend meetings in order to record�
�
�
�
minutes. �
�
�



�
File and retrieve corporate documents, records, and reports and confidential documents. 


Perform general office duties such as maintaining records management systems.�
�
�
�
�
�











