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AREAS OF EXPERTISE
AdministrativedutiesClericalsupportSecretarialtasksCustomerService
IT skills
Emailmanagement
PERSONALSKILLS
AttentiontodetailTimemanagementGoodteamplayer
Problemsolving
PERSONALDETAILS
Age:21years old
Marital Status: Single

Visa Status: Visit Visa
Nationality: Filipino
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Graduate – Information Technology
PERSONALSUMMARY
ABS Information Technologygraduatewith office and secretarial experienceandanabilitytoimprove efficiencyand increaseofficeperformance.Anaturallyorganized andefficient individualwith ahigh levelof written and verbalcommunication skills.Aprovenabilitytosupportandmanagethe daytodayactivities of managersandkeystaffmembers.
Easygoingbynatureandabletogetalongwithbothworkcolleaguesandseniormanagers,currentlylookingforasuitablepositionin officeservices.
ACADEMICQUALIFICATIONS
BSInformation Technology
Dr. Yanga’s Colleges Inc.2010–2014
Bulacan, Philippines
WORKEXPERIENCE
Tollways Management Corporation, Caloocan City, Philippines
Office Staff - June 2014–September 2014 (on the job training)
PESO Office, Bulacan, Philippines

Office Assistant – May 2013 – April 2015 (Part-time job)

Responsibleforcarryingoutallclerical supportdutiesincluding:photocopying,typing,filing,sorting the post and telephoneanswering.Atall times usingdiscretionwhenprovidinginformationto others.
Duties:
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Dealingwithenquiriesfromcolleaguesormembersofthepublic.Screeningoftelephonecallsandtakingmessages.
Draftingreports,minutescorrespondence,documentamending.Responsible for healthandsafetyandsecurityissuesinthe office.Recordingofficeexpenditureandfilingreceipts.
Informing managersofalllegislativechangesinmyareasofresponsibility.Improvingadministrativesystemsintheoffice.
Arrangingfortherepairofofficeequipmenti.e.printers,air conditioning.
Managingpurchaseordersand invoices fortheentireoffice.
KEYSKILLSANDCOMPETENCIES
Excellentspellingandgrammar.
Abletoprioritizeindividualworkloadsaccordingtodeadlines.
Excellenttelephonemannerandgoodinterpersonalskills.
Advanced knowledgeofMSWord,Excel,andOutlook.
Abilitytomanagemultipletaskssimultaneously.
Ableto workaspartofateamoralone.
Anunderstandingofequalityanddiversitypoliciesandissues.
