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OBJECTIVE: To be a part of an organization with highly professional work environment and to apply my best knowledge and ability.
PERSONAL BACKGROUND:

AGE: 26
BIRTHDAY: February 07, 1989

SEX: Female

CIVIL STATUS: Single

HEIGHT: 153 cm

WEIGHT: 80 Kls.

RELIGION: Born Again Christian (Pentecost)

EDUCATIONAL BACKGROUND:
2005-2008

TERIARY

Associate in Medical Office Management







UNIVERSITY OF NORTHERN PHILIPPINES

2001-2005

SECONDARY
Dr. Ricardo Gacula Memorial national high School

1995-2001

PRIMARY

Caterman Elementary School

KNOWLEDGE AND SKILLS: 

· Proficiency in office application

· Interviewing Skills

· Strong personal skills

· Operation of office equipment’s and machine such as photocopier machine,scanner and printer

· Team player

· Effective verbal and written communication skills

· Time Management

· Presentation skills

· Ability to process multiple project’s simultaneously, set priorities, identify  and address problems

· Meet deadlines with the activities given
· Initativeness and can work independently
TRAININGS ATTENDED

· Personality Development Training

· Safety Training

· Team Building

· Worker’s Statutory Benefit’s (DOLE)

WORK EXPERIENCE:

Office and Hospital On the job Training
POSITION: Filing Clerk
COMPANY: Universal Leaf  Philippines Incorporated
DATE: September 2008-February 2009

DUTIES AND RESPONSIBILTIES: 
· sorting, filing of farmer’s profile, Check specimen signature, proper filing of farmer’s document’s

POSITION: Liaison Officer/secretary 
COMPANY: Mangasar Engineering Office




DATE: December 2009- March 2010

DUTIES AND RESPONSIBILITIES: 
· process land titles, assist customer’s for the necessary requirement ,prepare affidavit’s, AUTOCAD encoding
POSITION: Purchase Invoice Voucher Clerk
COMPANY: Universal Leaf Philippines Incorporated

DATE: March 2010- -July 2010
DUTIES AND RESPONSIBILTIES:
· computing total kilos of tobacco delivered by farmer’s, recording of grades and price to PIV booklet (handwritten)
POSITION: HR assistant



COMPANY: Universal Leaf  Philippines Incorporated 

DATE: May 2011-to present

DUTIES AND RESPONSIBILTIES:
· manpower sourcing
· Verifies all submitted requirement’s, conduct initial interview, administers psychometric examination and consolidate results

· Orientation of new employee’s –discuss company profile, company rules and Policy

· Online Registration of newly hired employees without Tax identification number, Pag-ibig number’s and SSS number’s

· Verify and monitor’s outstanding loan balances for-loan purposes and total number of month’s posted contribution if an employee is entitled for other Benefits

· Proper filing and Safe keeps all 201 files ensuring confidentiality
