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To work in a company that will permit the use of my skills and knowledge to maximize company potential while developing additional knowledge and abilities.     


· Computer Skills: MS Word, MS Excel, MS PowerPoint, MS Outlook
· Office Skills: Office Management, Records Management, Database Administration, Spreadsheets/Reports, Event Management, Front-Desk Reception
· Attentive to detail and accurate

· Well organized.  

· Cooperative and willing to assist others.  

· Good communication skills and interpersonal skills

· Flexible and ability to do multi-task
· High level of maturity in dealing with decisions


· 5 years’ work experience in the City Government of Malayabalay in which I was effectively trained and has equipped me with administration skills.

 
Receptionist
LGU Malaybalay City Assessor’s Office

          August 2012 – March 2015
Malaybalay City, Bukidnon, Philippines

 Duties & Responsibilities:
· Oversees the meet-and-great welcome policy all that visitors to our office.
· Handled multifaceted clerical tasks (e.g., data entry, filing, records management and billing)

· Assigned to sit and act as an “Officer of the day” who will immediately facilitate customers’ needs.

· Handling incoming / outgoing calls, correspondence and filing.

· Faxing, printing, photocopying, filing and scanning.

· Setting up and coordinating meetings and conferences.

· Organizing business travel, itineraries, and accommodation for managers. 

· Flight & Hotel Booking of Staff 

· Monitoring inventory, office stock and ordering supplies as necessary. 

· Updating & maintain the holiday, absence and training records of staff.

· Responsible for purchase orders.

· Raising of purchase orders and invoice tracking.
Administrative Secretary
LGU Malaybalay City Assessor’s Office

         August 2009 – March 2012
Malaybalay City, Bukidnon, Philippines
Duties & Responsibilities:

· Issuance of certification, Medical Assistance, Total Land Holding and other certifications.

· Segregate and Numbering all supporting documents and record for release to client.

· Facilitates in identifying property/ies in the RPTS for billing purposes in the City Treasurer’s Office, per request of the clientele.

· Assists in the records sections, digging up history of individual Tax Declaration owners.  

· Binding approved Tax Declaration.

· Encode Integrated Revenue Generated System (IRG’S).

· Count Answering general queries by phone
· Prepare Notice of Assessment and Tax Bill

· Book keeping job (files, records and etc.)
· Maintaining records, filing system and computers files. 

· Photocopying documents and book bind photocopied title requested from Register Of Deeds (ROD).

· Record approve Certifications and release to client

· Creating and modifying documents using Microsoft Office

Post Graduate Studies: 

Masters in Public Administration (36 units earned)






Bukidnon State University






Malaybalay City, Bukidnon, Philippines






Year: 2010-2013
College:

Bachelor of Science in Business Administration 


Major Banking and Finance



Bukidnon State University






Malaybalay City, Bukidnon, Philippines






Year: 2002- 2006
High School:



Bukidnon National High School






Malaybalay City, Bukidnon, Philippines






Year: 1998-2002
Intermediate:



Malaybalay SDA Elementary School






Malaybalay City, Bukidnon, Philippines






Year: 1992-2008
Nationality
: Filipino

Status

: Single

Age

: 29 years old

Birthday
: July 2, 1985
Religion
: Islam
Height

: 5’1
Visa

: Tourist Visa
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