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OBJECTIVES

To be a part of the company that will put into good use of my technical knowledge and skills and at the same time develop my abilities in working with other people.

STRENGTHS & QUALIFICATIONS

· 4 years of office secretarial and receptionist experience

· Versatile and knowledgeable in administration 

· Knowledge in MS OFFICE (OUTLOOK,WORD,EXCEL,POWERPOINT)

· Willingness to prosper in other fields of administrative and other work related aspects

WORK EXPERIENCE

WILCON BUILDER’S DEPOT INC., 

DIY Encoder

February 6, 2014 – December 15, 2014
       Duties and responsibilities

· Filing

· Projects such as gathering information by phone, letter, email or in person

· Photocopying and scanning documents

· Supporting the reception desk

· Prepare data for inputting into databases
· Prepared documents for data entry
· Prepared and submitted reports
DEPARTMENT OF AGRARIAN REFORM / COMMISSION ON AUDIT

CLERK / ENCODER

February 1, 2010 – January 28, 2014


       Duties and responsibilities
· Filing

· Projects such as gathering information by phone, letter, email or in person

· Research for projects of your manager(s)

· Recording and updating databases

· Photocopying and scanning documents

· Sorting and handing out post

· Supporting the reception desk

· Prepare data for inputting into databases
· Prepared documents for data entry
· Prepared and submitted reports
EDUCATIONAL BACKGROUND

COLLEGE


TOMAS CLAUDIO MEMORIAL COLLEGE
Maybancal Morong, Rizal Philippines



Graduate of Bachelor of Science in Business Administration Major in Management





April 9, 2010

SECONDARY

Teresa National High School





Dulumbayan Teresa, Rizal Philippines





1999 - 2003

PERSONAL DATA

Age
:
28 yrs. Old

Gender 
:
Female

Status
: 
Single


Citizenship
:
Filipino

Visa Status
:
Visit Visa 
�








