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CHERYL
CHERYL.25355@2freemail.com    
POSITION DESIRED: Executive Secretary/ Administrative Assistant/ HR Assistant/ Receptionist/ Personal Assistant/ Clerk/ or any position commensurate to work experience and educational qualification.
OBJECTIVE:
 To obtain a challenging job opportunity in a growth oriented organization w/c offers a promising future, personal prospect and utilize my knowledge and skills based on my qualification and experience towards company’s overall progress and fast changing environment.
QUALIFICATIONS/ATTRIBUTES:


· Hand working & highly motivated, well organized, good organizational

      and interpersonal   skills
· Highly proficient in MS Word/Excel, PowerPoint.
· Able to work independently under minimum supervision. Able to coop with a fast-paced working environment. Fast learner, friendly and team player. 
· Very good oral and written English communication skills.
· Degree holder with at least 10 yrs. in computerized environment and ability to handle multitasks.
· A sound knowledge of telephone etiquette.

WORKING EXPERIENCE:

Clerk


     
June 1998 – December 2002
Commission on Audit (Local Government Unit)
Capitol Bldg., Bangued, Abra, Philippines

· Types transmittals and correspondences, memorandums and all office forms. Prepares and encodes office reports. Computes salaries, prepares payrolls, collects daily time records, and keeps all records on file. 
· Responsible for the safekeeping of all office equipments issued including highly restricted files.

· Responsible on employee relations, screens and assists all guests. Receives, sorts, records and files all incoming documents. Receives and screens all incoming calls 
· Perform other related tasks in other government departments as the need arises.  Arranges meeting venues. 
Executive Secretary to the Resident Auditor
January 2, 2003 – June 30, 2008
Commission on Audit
Department of Public Works and Highways-Abra Engineering District
Abra, Philippines
· Acts as Personal Assistant to the Resident Auditor.  Attends to the needs of the Auditor during office hours. Screens all guests, personnel handling reports and all documents for signatory. Coordinates/Arranges meeting venues. Takes/Prepares minutes of meetings in the absence of the Senior Executive Secretary.
· Makes necessary outgoing calls pertaining to projects ready for inspection and receives/screens all incoming calls. Receives/records/files all incoming transmittals and correspondences. Types/Encodes/Prepare office documents, reports, transmittals, memorandums, travel orders, itinerary of travels. Records all trip tickets. Submits weekly/monthly reports at the Regional Office before cut off dates.
· Computes salaries, prepares payrolls, collects daily time records, and keeps records on file. Responsible for the safekeeping of all highly confidential office files/records and office equipments issued. Sorts all types of vouchers for auditing. Checks all office equipments ready for liquidation.
· Performs other related tasks in other sections/departments as need arises. Assists all guests from other government and private offices, answers incoming radio calls as the need arises.

TRAININGS/SEMINARS ATTENDED:

· Character Building Seminar 
Department of Public Works & Highways/Ombudsman-CAR
 Abra, Philippines - 2003
· Anti-Graft and Corruption Prevention Seminar

Department of Public Works & Highways/Ombudsman-CAR

Abra, Philippines - 2001

· Values Orientation Workshop 
Department of Public Works & Highways/Ombudsman-CAR

Abra, Philippines - 1999
EDUCATION ATTAINMENT:

Bachelor of Science in Commerce (Graduate)

Major: Management
Divine Word College of Bangued

Abra, Philippines

