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OBJECTIVE
 
To seek a position where my knowledge can be enhanced, leadership skills can be further developed, and my personal growth is optimized while contributing to the company I will join. 
EDUCATION

  

STI College Southwoods, Carmona, Cavite, Philippines (2009-2013)

Bachelor of Science in Business Administration 
(Major in Operations Management)

CAREER HISTORY

Operation Admin Assistant (March 24, 2014 – March 18, 2015)

In1go Technologies, Inc. Philippines
Duties:
· Carrying out all assigned administrative duties 

· Spreadsheet creation and management
· Processing outgoing mail
· Filing and retrieving documents

· Handling confidential information 

· Streamlining office procedures to make them more efficient 
· Coordinates activities with other executives to ensure timely completion

· Coordinate travel for departmental personnel

Zamperla Asia Pacific, Inc., Philippines
Sales & Marketing Department

Customer Sales Assistant

September 2013 – March 2014

Wonderpark Amusement Corporation, Philippines
Waltermart Carmona 

Cashier (Part-Time Job)

May 2012 - September 2012

SKILLS 


· Computer literate 
· Microsoft Office:

· Word

· Excel

· PowerPoint

· Self-motivated, enthusiastic with professional attitude
· Time and management skills

· Results oriented and easy to work with
· Capable in dealing and working well with different people
PERSONAL DATA


Birthday:     March 31, 1993  

Age:              22 years old

Gender:        Female

Religion:       Iglesia Ni Cristo

Nationality:  Filipino

Civil Status:  Single


Language:     English and Tagalog
Visa Type:     Visit Visa

Character reference available upon request.

