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OBJECTIVE: 
To apply my knowledge and skills that would allow me to contribute to the 
goals and objectives of a world-class company.
SKILLS: 


Competent and proficient in computer programs such as Microsoft Office (Word, Excel, PowerPoint, Publisher) and Adobe Photoshop

Well-equipped with planning, organizing,detail oriented and monitoring skills

Self-driven with strong motivation and interpersonal skills
Responsible and able to communicate effectively on all levels in theorganization

Costumer-oriented, team player and works independently with minimum supervision

WORK HISTORY:
ADMINISTRATIVE ASSISTANT



Don Mariano Marcos Memorial State University, Philippines
Planning and Infrastructure Office


March 2012- March 2015
· Recorded incoming and outgoing communications

· Encoded communication letters, memos, proposals and other data needed by the office
· Consolidated operational plan of the different technical, administrative and academic units in the campus
· Consolidated and submittedAnnual Procurement Plan (APP)

· Consolidated and prepared Annual and Year-End Report

· Prepared campus development plan
· Prepared and submitted reports on infrastructure projects to the Commission on Audit
· Served as Public Assistance Desk Officer
· Assisted in the activities performed by the Planning and Infrastructure Unit
· Performed the 5s in the office
· Received telephone calls
DATA ENCODER





Don Mariano Marcos Memorial State University, Philippines
Registration Office




January 2010- February 2012
· Processed Official Transcript of Records (OTR), credentials and certification of grades to concern students

· Maintainedstudent’s record

· Inputted grades of students into the database/system
CLERK / RECEPTIONIST




Don Mariano Marcos Memorial State University, Philippines
Human Resource Management Office


June 2008-December 2009

· Assisted the Campus Human Resource Management Officer (HRMO) in preparing: promotional line up/assessment, appointments, report on separation, notice of step increment (NOSI)/ Notice of Salary adjustment
· Assisted the Campus HRMO in maintaining and updating Personal Data Sheet File, leave cards, service records and other personnel records
· Follow-up submission of: electronic time record (ETC), job orders/contract of service, statement of assets, liabilities and net worth (SALN), performance evaluation ratings
· Consolidated job orders/contract service and other reports to be submitted to concerned agencies/ departments
· Printed and disseminated electronic time card of personnel
ACCOUNTING STAFF




Don Mariano Marcos Memorial State University, Philippines
Accounting Office




May 2007-May 2008
· Prepared payrolls of the contract service personnel
· Update subsidiary ledger card
· Prepared remittances
INTERNET CUSTODIAN




Webstop Internet Café, Paniqui, Tarlac

Internet Branch





December 2006 – January 2007

· Attended to the needs of the clientele
· Manage all encoding and printing jobs
· Hardware and software troubleshooting as required
CERTIFICATION:
LICENSED SECONDARY TEACHER (Major in Technology and Livelihood Education)



Philippine Regulation Commission, Philippines




March 2012
EDUCATION:

CERTIFICATE IN TEACHING

Don Mariano Marcos Memorial State UniversityOpen University System, La Union, Philippines



October 2009-March 2011

BACHELOR OF SCIENCE IN INFORMATON MANAGEMENT
Don Mariano Marcos Memorial State University NLUC, La Union, Philippines



June 2001-March 2005

SEMINARS ATTENDED:
Seminar Workshop on Photo Editing and Tarpaulin Designing using Adobe Photoshop CS6

Nodal 3 Laboratory, DMMMSU, La Union, Philippines




14/15 Aug 2014
Forum on Office Management

AVR-BPAA Complex, DMMMSU-NLUC, La Union, Philippines



22 Aug 2012
Seminar Workshop on Learning Skills for Open and Distance Learners
DMMMSU-OUS, San Fernando City, La Union, Philippines




28 Nov 2009
Seminar on Pre-employment and Livelihood Development 

DMMMSU-NLUC, Bacnotan, La Union, Philippines





04/05 Nov 2004
Seminar on Java Programming 

DMMMSU-NLUC, Bacnotan La Union, Philippines





22 Jul 2004
Seminar on Web Development Using Namo Editor

DMMMSU-NLUC, Bacnotan, La Union, Philippines





17 Mar 2004
Seminar on Webpage Design and Macromedia Flash 2

DMMMSU-NLUC, Bacnotan, La Union, Philippines





28 Mar 2003
Seminar on Computer Maintenance and Trouble Shooting

DMMMSU-NLUC, Bacnotan, La Union, Philippines





27 Jan 2002
Seminar on Introduction to Webpage Development

National Computer Center, Diliman, Quezon City, Philippines



21 Sep 2001
Seminar on Internet Awareness II

DMMMSU-NLUC, Bacnotan, La Union, Philippines





25 Jul 2001
PERSONAL DETAILS:

Date of Birth
: 07 April 1984
Civil Status
: Married

Nationality
: Filipino

Height

: 5’5” (1.65 m.)

Weight

: 52 kg. (114 lbs.)

Languages
: English and Filipino

Others

: Visit Visa Holder available for employment on short notice
