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JOB OBJECTIVE:

To acquire a dynamic and flexible job opportunity that shall provide exposure and training to enhance my skills and develop proper work attitude concerning my career.

WORK EXPERIENCE/ JOB DESCRIPTION:
Administrative Secretary
-Al Kamal Steel Construction and Contracting LLC
Job Description:



*Receiving the phone calls.



*Redirect calls and take adequate messages when required.



*Greet, assist, visitors, and clients.



*Organize and coordinate meetings.



*Handle incoming mail and other material.

*Respond to usual letters/mails.

*Preparing quotations.

*Preparing letters and documents.

*Operate office equipment such as fax machine, copier, and scanner and phone systems.
*Performed any related duties that may be assigned from time to time.

*Maintain cleanliness and orderliness of the reception area.

*Performs secretarial duties, data entry, receives and screens office calls and correspondence responds to routine telephone inquiries; forwards calls to appropriate party. 
*Receives data stamps and distributes incoming mail. Distributes purchase requisitions in numerical order to appropriate office staff. 
*Accurately maintains a variety of logs and files. 
*Monitors departmental materials and supplies and orders as needed. 
*On daily basis, batches Same Category Budget Transfers into computer system. 
*Accurately batches Budget Amendments and Transfers into computer system after County Board approval and returns approved paper copies to Departments. 
*Prepares archive management report for Supervisor review. 
*Performs other duties as assigned.
Library Clerk
-Mount Carmel College
Baler Aurora, Philippines
June 2010- March 2013
Dean’s Secretary
-Mount Carmel College





Baler Aurora, Philippines

April-May 2010
Clerk


-Municipal Assessor

San Luis, Aurora, Philippines

January 2008-May 2008

Job Order

Office Clerk
-Vice Governor Office





Baler Aurora, Philippines





March-May 2007



Job Order
Job Description:
*Performs routine searches and updates to computer records.

*Assisting the students, staff and visitors.

*Organize the filing of books shelving and periodicals.

*Updates the bulletin boards.

*Making monthly and annual reports and also accomplished report every year and making a students and staff matrix.
*Inventory the books and materials every end of the year.
*Making purchased books and subscribing.




*Making a student’s library cards.

*Performed routine circulation, reserve and overdue function.
*Covering the books and changing the call numbers, book pockets and book cards.



*Assisting the student’s enrollment.




*Type card, list, labels, or short entries forms.




*Maintain orderliness and cleanliness.
Promo Girl / Promodizer:





Pure foods Hormel





Ever Gotesco Mall





Quezon, City Philippines





December 2005- May 2006


Sales Lady

-Manning Drug Store





Ongpin, Sta. Cruz Manila, Philippines





January 2005-November 2005


Sales Lady

-Plaza Miranda Mall




Quipo, Manila





January 2004-December 2004 

Sales Lady

-Carriedo Mall




Quiapo, Manila





December 2002-December 2003
Job Description:

*Assisting the costumers.

*Promoting the new product.

*Displaying, refilling and packaging for the promos.

* Inventory stock and requisition new stock.

*Preparing orders in whole sellers and retailers.

*Monitor purchased orders from the clients.

*Maintain cleanliness and orderliness.

*Providing a standard and satisfactory customer service relation.

*Responsible of preparation in advertisement and displays.

*Makes inventory monthly and annually of total stocks and profit. 
SKILLS:

*Computer Literate (MS word, MS excel and MS PowerPoint).

*Typing and Encoding.
*Systematic filling of paper works and reports.
ABILITIES:



*Hardworking, enthusiastic and patience with other people.




*Good communication skills.

*Ability to work well under pressure with minimal supervision.




*Ability to perform multiple tasks.




*Self-motivated.
EDUCATION:
Tertiary:

Bachelor of Science in Criminology


Mount Carmel College 

Baler, Aurora Philippines


2006- 2010
PERSONAL INFORMATION:

Sex

:
Female


Civil Status: 
Single

Date of Birth: 
November 12, 1985


Age

:
28

Nationality
: 
Filipino

Religion  
:
Roman Catholic


Language
:
English / Filipino

I hereby certify that the above information is true and correct to the best of my ability knowledge and belief.

