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CAREER OBJECTIVE:

To obtain a highly rewarding and challenging career in a high-growth company where my knowledge and skills are utilize and further enhanced.

​​PROFESSIONAL QUALIFICATIONS:
Deputized Land Inspector 

Department of Environment and Natural Resources, Philippines

Real Estate Appraiser 

Professional Regulation Commission, Philippines

Licensed Number: 0003164

Claveria Real Property Tax Administration System’s Administrator

Local Government Unit of Claveria

Municipal Assessor’s Office

Claveria, Cagayan Valley, Philippines

Professional Teacher

Professional Regulation Commission, Philippines

Licensed Number: 0778798

EMPLOYMENT HISTORY:

Assessment Clerk (January 2005 to April 2015)
Municipal Assessor’s Office

Local Government Unit of Claveria

Cagayan Valley, Philippines

Job Responsibilities:
A. Supervisory Functions:

· Manages the office in lieu of the department head and ensures the proper implementation of office processes and procedures as per Bureau of Local Government Finance’ Standards.

· Supervises the accurate assigning of property identification number (PIN) of subdivided lots for real property owner’s identification and organized tax maps. 
· Attends conferences/meetings in lieu of the department head.
· Trains and orients newly hired employees in the operation of the Claveria Real Property Tax Administration System (CRPTA System), and assists the department head in the evaluation of their performance.

· Recommends daily transactions for approval, re: transfer, revised, and newly declared real properties. 

· Conducts inspections of public lands for titling and other real properties for re-appraisal.
· Examines all submitted documents required in public land titling and recommends to the land management specialist for processing.
· Manages frontline services within a very busy environment.
· Analyzes, evaluates and recommends administrative functions and services to promote success.
· Determines taxability and value of properties, using methods such as field inspection, structural measurement, calculation, sales analysis, market trend studies, and income and expense analysis.

· Inspects new construction and major improvements to existing structures in order to determine values.

· Explains assessed values to property owners and defend appealed assessments at public hearings.

· Inspects properties, considering factors such as market value, location, and building or replacement costs to determine appraisal value.

· Prepares and maintains current data on each parcel assessed, including maps of boundaries, inventories of land and structures, property characteristics, and any applicable exemptions.

· Identifies the ownership of each piece of taxable property.
B. Administrative Functions:

· Develops, manages and maintains the Claveria Real Property Tax Administration System (CRPTA System) through Arc GIS 10.1 Software.
· Digitizes real properties as per technical description certifications in accordance with the Land Registration Authority (LRA) and the building core area of the certified building plan.

· Performs general office tasks including bookkeeping, filing, and records management.

· Handles incoming calls and route them to the appropriate employee.

· Arranges meetings and taking minutes of meetings.

· Do other duties efficiently in stressful hours especially during LGU Festivities.

· Works accurately and independently with close attention to detail.

· Attends to walk-in clients capably and tactfully.

· Person-in-charge in the issuance of certifications related to real property.

· Assesses real properties for re-classification and determination of value.

· Appraises and assess land, building, and machineries in the municipality.

· Conducts tax mapping activities to every barangay of the municipality

· Prepares Field Appraisal and Assessment Sheets of land, building and machineries for encoding.

· Computes fair market value of land, building and machineries for proper taxation.

· Prepares Monthly, Quarterly, and Year End Reports.

· Encodes data of the Field Appraisal Assessment Sheets for revised, transfer and declaration of newly declared real properties in the CRPTA System.

· Prepares certifications related to real property.

· Prepares real property tax order of payment.

· Assesses the documents required for transfer of title, free patent and revision of entries

· Assists real property owners in identifying their real properties in the tax maps.

· Computes transfer tax fees and other fees related to real property tax.

Contractual Office Clerk (January 2003 to December 2004)
Municipal Assessor’s Office

Local Government Unit of Claveria

Cagayan Valley, Philippines
Job Responsibilities:
· Assists the Municipal Assessor in the appraisal and assessment of real properties for tax declaration.

· Prepares the Field Appraisal Assessment Sheet (FAAS Form) of land, building and machineries.

· Issues real properties certifications.

· Prepares Real Property Tax Order of Payment (RPTOP) for issuance.

· Traces tax maps for taxation purposes.

· Sketches real property plans and location maps as per national Cadastral map and Base map.

· Assists in tax mapping activities in every barangay.

· Attends to walk-in clients in identifying their real properties using maps and assessment rolls of real properties.

· Encodes tax declarations and certifications for issuance.
Branch Manager (November 2001 to December 2002)

M.G. Bismonte’s Pawnshop – Sanchez Mira Branch

Sanchez Mira, Cagayan Valley, Philippines

· Person-in-charge for the smooth operation of the business unit. 

· Responsible in developing a local market sales plan to meet or exceed the annual sales target, preparing and presenting a clear and persuasive sales presentation to Area Manager.

· Creates office procedures and policies, and monitors their implementation.

· Maintains personal contact with customers to ensure customer satisfaction.

· Represents the branch on meetings, takes care of escalated client concerns, and reports sales activities.

· Responsible for the entire operation of the business unit; ensuring the attainment of sales goals and provides excellent customer service.

· Prepares monthly, quarterly, and year end reports for audit.

· Ensures that all equipment are in good working condition.

Jewelry Appraiser (June 2001 to October 2001)
M.G. Bismonte’s Pawnshop - Claveria Branch 

Cagayan Valley, Philippines

Job Responsibilities:

· In-charge of the inventory of the assets and liabilities of the pawnshop.

· Prepares balance statement, and keeps all records and receipts in order.

· Provides accurate information to customers’ queries, handles complaints, and all related concerns in the renewal of their pawn.

· Appraises the corresponding value of the pawned jewelries.

· Responsible for the deposit and withdrawal of cash from the bank.

· Prepares report of the branch daily cash transaction.
· Receive bills and mortgage payments from customers.
EDUCATIONAL BACKGROUND:
Graduate School:
Master in Public Administration Non- Thesis Program 

University of La Salette, Santiago City, Isabela, Philippines

June 2005 to October 28, 2006

College/Tertiary:
Bachelor of Science in Industrial Education



Major in Garments and Textile Technology

June 1996 to October 28, 2000
Secondary:

Claveria Rural and Vocational School

Dibalio, Claveria, Cagayan

June 1992 to March 1996

Elementary:

Alimoan Elementary School
Alimoan Claveria, Cagayan

Claveria, Cagayan

June 1986 to March 1992

CERTIFICATIONS AND ACCREDITATIONS:
· Capacity Building Roll-out on the Systematic Adjudication Approach in Public Land Titling in Partnership with Local Government Units – November 12-14, 2014
· Orientation Training on Land Management Disposition for LGU’s – July 30- August 1, 2014
· 2013 1st Regional GIS Roadshow: GIS for Climate Change Adaptation – August 13-14, 2013

· 2013 Philippine Esri GIS User Conference – January 22-23, 2013 

· Refresher Course on Real Property Tax Administration –March 27-29, 2012

1. Refresher Course – Computation of Real Property Taxes

2. Updates of Administrative and New Laws, and Rules and Regulations on Property Assessment and Treasury Operations

3. Local Taxation of Electric Cooperatives, Issues/Concerns and Initiatives

· ArcGIS Desktop II: Tools and Functionality – February 22-24, 2012
· ArcGIS Desktop I: Getting Started with GIS – February 20-21, 2014
· Hands-On Training on Geographic Information System (GIS) for Integrated Coastal Resources Management Project (ICRMP) – November 8-11, 2011
· Comprehensive Real Estate Property Appraisal Seminar and Training (CREASAT) for Realty Service Practitioners – May 19-22, 2011
· Comprehensive Real Estate Property Appraisal Seminar and Training (CREASAT) for Realty Service Practitioners – May 5-8, 2011

· Training-Workshop on Basic Course on Mass Appraisal (BCMA) – April 11-15, 2011

· Automated- Computer Aided Design (CAD) – May 20-21, 2010

· Skills Development Training Program on Local Treasury and Assessment Operations – July 26-28, 2005

SKILLS: 
· Geographic Information System User/Database Programmer with Arc GIS 10.1.
· Excellent communication skills.
· Excellent computer skills (Word, Excel, PowerPoint, Access).
· Excellent team-work and inter-personal skills.
· Excellent customer and public service skills.
PERSONAL INFORMATION:
Date of Birth


:
November 18, 1978

Place of Birth


:
Claveria, Cagayan, Philippines

Citizenship


:
Filipino

Religion


:
Christian- Catholic

Visa Status


:
Tourist Visa

Language & Dialect Spoken
:
English, Tagalog, Ilocano

Gender



:
Female
