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OBJECTIVE : A position where my qualifications are best suited and fully utilized, to provide me an opportunity for my development and future career growth
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PROFILE : Flexible and versatile – able to maintain a sense of humour under pressure. Poised and competent with demonstrated ability to easily transcend cultural differences. Thrive in deadline-driven environments. Excellent team-building skills.
SKILLS SUMMARY:
· Written 
Correspondence 
· General Office skills 
· Hotel booking 
· Transportation arrangement 
· Computer Literate 
· Customer Service 
· Fax / scanning / using outlook 
EMPLOYMENT HISTORY:


· Sending mails /package 
· Basic Accounting 
· Booking Keeping 
· Income / Outcome Requisition 


HANJIN HEAVY INDUSTRIES CORP. - Phil
Admin Assistant – July 21, 2008 - July 31, 2015
Responsibilities:
o Insures that the Shipbuilding Contracts are bind within the Ship-owner and the Builder;
o Review for any amended, supplemented, assigned transferred or novated in the shipbuilding contract;
o Responds to miscellaneous;
o Prepares notifications mainly applied to various kinds of Notice clause, Payment Instalments collection and vessel’s delivery in connection with main Key Events (Steel Cutting, Keel Laying, Launching, Sea trial and Delivery);
o Preparing monthly instalment for Commission and Service fee;
o Attending the services for Ship Owner’s Representatives need;


	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


o Undertakes special projects and other duties as assigned; o Preparing Conference room for VVIP meeting;

o Arranged transportation and Hotel reservation for VIP guest from arrival to departure;
o Purchasing monthly office supply;
o General office work (i.e. scanning, faxing, sending mails and packages, inventory supply monitoring)
NIDEC SUBIC PHILS
Admin Assistant – January 2008 - June 2008
Responsibilities:
o ISO key person;
o Purchasing office supply; o General paper works;
o Basic office work (i.e. scanning letters, faxing, sending e-mails)
3AS SECURITY AGENCY – OLONGAPO CITY
Admin Assistant – February 2007 - October 2007
Responsibilities:
o Manpower Assistance;
o Processing Phil Health, Pag-ibig, Tax and SSS; o Preparing Monthly Billing;
o Purchasing; o Payroll;
o General office works
EDUCATION:
Central Luzon College of Science and Technology – Olongapo City
Bachelor of Science in Nursing – Graduated April 2007
	PERSONAL INFORMATION:
	
	

	Date of Birth
	:
	May 5, 1986

	Place of Birth
	:
	Subic, Zambales, Philippines

	Gender
	:
	Female

	Nationality
	:
	Filipino

	Civil Status
	:
	Single

	Height
	:
	5’2”

	Religion
	:
	Roman Catholic


