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Career Objective:
To handle a position in an organization which emphasizes work ethics and promotes high esteem on personal and professional growth.
Core Competence:

Independent. Committed to professional and personal excellence. Flexible, Hardworking and Fast Learner.
Work Experience:

ACME TRAVEL & TOURS JLT

Receptionist/Secretary
01 October 2013 – present

Description of Responsibilities
· Welcomes walk-in clients by greeting them in a friendly manner

· Maintains good relationship with clients

· Answer all incoming calls and handle caller’s inquiries 

· Re-direct calls as appropriate and take adequate messages when required

· Prepares invoices for Clients.

· Prepares Statement of Accounts for Clients.
· Making LPO’s (local purchase order) and sending to our Suppliers for the ticket issuance.
· Process for the Visa Request.

· Maintain an adequate inventory of office supplies

· Record keeping of general office concerns
· Compute and record total of transactions in a day.
LGU (Local Government Unit)– DAGUPAN

CITY ACCOUNTING OFFICE

01 August 2012 – 30 August 2013

Description of Responsibilities:
· Welcome and accommodate the guests/visitors

· Organized and sets appointments
· Answering incoming phone calls

· Handled basic inquiries through phone calls and personal appointment
· Maintain an adequate inventory of office supplies
· Record keeping of general office concerns

· Tidy and maintain the office area

· Maintain appointment diary either manually or electronically

· Administrative tasks like typing, filing and documentation, photocopying and sorting mail and faxes.
ACADEMIC BACKGROUND

TERTIARY EDUCATION:

Bachelor of Science In Information & Technology






University of Luzon ( 2008-2012 ) 






Perez Blvd.,Dagupan City, Philippines

SECONDARY EDUCATION:

Malasiqui Catholic School ( 2004-2008 )






Malasiqui, Pangasinan, Philippines



PRIMARY EDUCATION:

Malasiqui Central School ( 1998-2004 )



Malasiqui, Pangasinan, Philippines

SEMINARS / WORKSHOPS / TRAININGS ATTENDED
· ICT Mini Congress ‘09

University of Luzon

Perez Blvd., Dagupan City

· ICT Mini Congress ‘11

University of Luzon

Perez Blvd., Dagupan City

· ICT Mini Congress ‘12

University of Luzon

Perez Blvd., Dagupan City

· E-COMMERCE AND SOCIAL NETWORKING

CREATIVE ALLIANCE SERVICES

Lingayen Pangasinan

· ETHICAL HACKING

CREATIVE ALLIANCE SERVICES

Lingayen, Pangasinan

SOCIAL SECURITY SYSTEM ( On Job Trainee )

AB FERNANDEZ EAST, DAGUPAN CITY

02 January 2012 – 29 July 2012
HIGLIGHT AND SKILLS:
Communication Skills (English and Filipino)

Able to work harmoniously with staff and people on all levels 

Result–Oriented Person

Highly-motivated

Computer Literate

Great Interpersonal Skills

Hardworking and Responsible

PERSONAL DATA:

SEX: 


Female
CIVIL STATUS:

Married
RELIGION:

Roman Catholic
CITIZENSHIP:

Filipino
DATE OF BIRTH: 
June 10, 1991

AGE: 


23 Y/O

Character References: To be provided upon request.
I hereby confirm that all information written here are true and correct.
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