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CAREER OBJECTIVE:
To pursue a challenging career where I can apply my experience, knowledge, acquire new skills and contribute effectively to the growth of the organization.  Fields of expertise include document management systems, data entry, project secretarial, administrative works, sales & marketing, accounting and Information Technology 

PROFILE SUMMARY:
· Good communication skills both written and oral 

· Organized and dependable, can work under pressure, creative and responsible

· Well-rounded in all types of work, easily adapted to changing task with multi-tasking ability

· Result oriented with good sense of initiative and responsibility

WORK EXPERIENCE
Dec 06, 2010- Sept 28,2012 -
AMA Computer College Baguio City Ph.







Accounting Clerk

June 10, 2008- Oct 7, 2010 
-
NAMA Mott MacDonald LLC






Oil, Gas & Petrochemical Division, Abu Dhabi








Document Clerk
Duties and responsibilities include:
· Archiving finished documents to maintain the confidentiality of the documents and to save space at the working area.

· Scanning of various types of project documents and drawings including proposals.

· Saving the scanned document in the proper project folder and giving filenames as required.

· Preparing summary list in Excel for ease of retrieval at a later stage.
· Prepare man–hour summary of all staff discipline–wise weekly & monthly.

· Formatting of documents, to ensure consistency and maintain good quality of documents.
· Issuing of all documents and drawings 

· Keep and maintain the tracker of all outgoing & incoming documents.

· Prepare document transmittals for all outgoing documents & maintain a log register efficiently.
· Prepare internal issue sheets for internal distribution of working and controlled copies

· Issue of documents for Internal Distribution Check( IDC) and following up with engineers

· Downloading documents from the Client’s website
· Sending documents to the client

· Maintaining and organizing project filing systems in hard copy as well as electronic filing system.

· Support other colleagues on the project with any task whenever required.

· Handling administrative works.

DSE Assessor
Nominated by the QES Department to carry out assessments on existing staff for display screen equipment (DSE) Risk Assessment. 

May 2006 – 2007

-
Avon Beauty Products, Baguio City
Sales Executive
TECHNICAL SKILLS:
· Proficiency in Microsoft Office software application such as Word, Excel, PowerPoint, Publisher, Access and Outlook

· Proficiency in Operating Systems like Windows 

· Proficiency in Internet applications 

· Knowledgeable in Multimedia and other design tools like Paint, AutoCAD, Adobe Photoshop

· Proficiency in PC Hardware and Software Troubleshooting
· Proficiency in PC Assembly and Disassembly
· Knowledgeable in Network Configuration


TRAININGS AND SEMINARS ATTENDED: 

· International Computer Driving License (ICDL)
Jun 2008

· Basic Information Technology 
Nov 22, 2004

· PC Troubleshooting 
Nov 22, 2004

· Network Software and Hardware Installation 
Dec13, 2003

· Printer and Scanner Troubleshooting
Nov 23, 2003

· Structured Cabling System
Nov 23, 2003

· Auto CAD 2003 
Jul 21- Aug12 2003

· Computer Monitor Troubleshooting
Nov 8, 2003


EDUCATIONAL BACKGROUND:

Collegiate:

AMA COMPUTER COLLEGE, Baguio City

              Bachelor of Science in Business Administration Major in Management

June 2004 – April 2008


Secondary:



ARAULLO UNIVERSITY, Cabanatuan City
 (1998 – 2002)

Primary:



GEN. NATIVIDAD CENTRAL SCHOOL, Gen. Natividad, Nueva Ecija
(1992 – 1998)
 

PERSONAL DATA:
Date of Birth:
October 19, 1984

Place of Birth:
Nueva Ecija, Philippines

Nationality:
Filipino

Religion:
Roman Catholic

Languages:
English & Tagalog

Page 2 of 3

