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OBJECTIVE:

· To be a member of an institution that provides opportunities for career advancement and encourages personal growth as well; to attain a challenging position wherein my skills and knowledge can be employed and at the same time be able to acquire more knowledge and experience.

WORKING EXPERIENCE:

· MVR EMISSION TESTING CENTER

Camastilisan, Calaca, Batangas Philippines
November 2013 to June 2015
Cashier / Encoder
· MANGAR EMISSION TESTING CENTER

Paz St., Balayan, Batangas  Philippines
Encoder


February 2006 to October 2013
DUTIES AND RESPONSIBILITIES

· Encoder


· Encodes client and vehicle information to the IT system.- 
· Uploads and processes necessary data to the server.

· Prints the certificate of Emission compliance.

· Release the certificate of emission compliance to the client.

· Prepares necessary reports.

· Checks stock of IT supplies

· Safe keeps documents under my custody.

· Does other duties as maybe assigned.

· CONTINENTAL TELECOMMUNICATION SYSTEM  INC.
  #304 Dela  Salud St. Calaca, Batangas  Philippines
  Telephone Operator

  June 1999 – April 2004

· TRUSTEESHIP GROUP OF COMPANY

         Taal, Batangas Philippines
         Secretary 

         January 1999 to May 1999

· CMMA CONSTRUCT CO.

          Marasigan St. Calaca, Batangas Philippines
   Secretary
   April 30, 1996 to November 1998

DUTIES & RESPONSIBILITIES
· Secretary & Telephone Operator
· Greeting clients politely

· Answering and transferring telephone calls

· Righting down important details in each call conversations

· Encoding using Microsoft Office

· Printing, Scanning, Photo copying & other related office works.
· Organizing and storing paperwork, documents and computer-based information;

· Photocopying and printing various documents, sometimes on behalf of other colleagues 

· Store completed documents in appropriate locations.

· Compile, sort and verify the accuracy of data before it is entered.

· Locate and correct data entry errors, or report them to supervisors. 

· Compare data with source documents.

· Maintain logs of activities and completed work.

· Managing stocks of equipment, consumables and other supplies.
PERSONAL QUALIFICATION:
· Computer Literate

· Fast Learner

· Hardworking, Flexible and Trustworthy

· Can work with minimum supervision.

· Willing to learn new things as part of the job.

· Has the perseverance in learning and carrying out assigned task.

EDUCATIONAL BACKGROUND





College

:
IMMACULATE CONCEPTION COLLEGE

Address
:
Balayan, Batangas Philippines
Course

:
Secretarial Science

Year Graduated
:
March 1996


Secondary
:
CALACA ACADEMY

Address
:
Calaca, Batangas Philippines

Year Graduated
:
March 1992


Primary

:
CAMASTILISAN ELEMENTARY SCHOOL


Address
:
Calaca, Batangas Philippines

Year Graduated
:
March 1988

PERSONAL INFORMATION



Place of Birth

:
Quisumbing, Calaca, Batangas


Date of Birth

:
November 23, 1975


Height


:
5’2”


Weight


:
110 lbs.


Civil Status

:
Married


Gender


:
Female


Religion

:
Roman Catholic

Visa Status

:
Tourist Visa 
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