Dear Sir/ Madam  :

For  your reference, attached herewith is the copy of my resume and  one (1) 2X2 ID  picture.

I am fascinated and keenly desirous to accept any position being offered or made available by the company as long as I can fit into the job description.  Rest assure that my services will be according to the best of my ambition and according to what I am expected to be.  

I hope  your  benevolent   office   will consider   my   application and provide me with the opportunity to prove myself.  In the event that you are interested in my  qualifications, I am very willing to come to your office or set an appointment for an interview.

It is with earnest desire that I become a member of your prestigious company.

Thank you very much.

Respectfully yours,

ALLAN 
Allan.25361@2freemail.com 

PERSONAL INFORMATION

Date of Birth:

 May 25, 1968


Religion: 
Roman Catholic



Place of Birth: 

 Lemery, Batangas

Citizenship:
Filipino





Civil Status:

 Married

ACADEMIC BACKGROUND

 
Primary:                        St. Bridgets College                    
1975-1978

                                              
 Batangas City

Intermediate:                 Lemery Pilot Elementary School          1978-1981

                                                 Lemery, Batangas

Secondary:                     Gov. Feliciano S. Leviste              
1981-1985

                                              
 Memorial High School

                                             
 Lemery, Batangas

College:                         San Beda College                           
1985-1989

                                             
 Mendiola, Manila

Degree Obtained:           Bachelor of Arts

 Major in Economics (AB ECO)

Post Graduate Studies:   University of the East                   
1990-1994

 



 C.M. Recto, Manila
Degree Obtained:          Bachelor of Laws (LLB.)  
HIGHLIGHTS

My knowledge in law and my proficiency in reviewing, drafting and preparing various contracts, correspondences and other legal documents, and being conversant in all facets of Admin /HR functions exemplify my working relationship with senior management and the company as a whole.

I enjoy working in a fast-moving, dynamic and high pressure environment and can work independently but at the same time a good team player.

I'm an optimistic type of individual who considers challenge as part of my daily routine. For me, everyday is a learning experience and that you need to give a "little push" to yourself in order to attain/ achieve some personal and professional growth.

Other attributes include:

-Dependability = can be counted on to meet commitments and deadlines;

-Decisiveness = makes clear-cut decisions even in tough/extreme situations;

-Astute, Open, Focus and Forthright = Receptive to changes, very approachable and considers feedbacks and suggestions and maintains focus and sets priorities on short / long term goals of the group and/or the company in general. Assertive and explicitly expresses views and ideas without any hidden agenda in a direct, honest, diplomatic way and with respect to others with confidence/composure in the face of adversity. 

Herein applicant is very good in negotiations and can work across boundaries; always prepared in dealing with other groups (internal/external clients) thereby gaining trust for beneficial solutions and/or win-win outcomes and is open to the idea of "compromise" when appropriate or as need arises.

CAREER / WORK EXPERIENCE

 1.
Company Name:
Lemery Water District



Carnero Subdivision, Lemery, Batangas

Position Title:

Legal & Admin Officer
Position Level:

Supervisor / 5 Yrs & Up Experienced Employee

Specialization:

Law/Legal & Administrative Services

Industry:

Utilities (Water Works &Services)

Inclusive Dates:

October 1, 2001 to September 30, 2008
2.         Company Name:
Philippine Airport and Ground Services Inc.(PAGS)




PAIR-PAGS Center, NAIA

Ninoy Aquino Avenue, Pasay City

Position Title:

Legal and Administrative Assistant
Position Level:

1-4 Yrs Experienced Employee

Specialization:

Law/Legal Services

Industry:

Aviation/Airline

Inclusive Dates:

April 2001 to September 2001 
3.         Company Name:
Manuela Metropolis Corporation




Alabang Junction, Muntinlupa City

Position Title:

Legal and Personnel Assistant
Position Level:

1-4 Yrs Experienced Employee

Specialization:

Legal /HR Services
Industry:

Retail Services 
Inclusive Dates:

August 1998 to February 1999 

4.         Company Name:
Insular Savings Bank




Universal Reinsurance Building 

106 Paseo de Roxas, Makati City

Position Title:

Marketing Officer
Position Level:

1-4 Yrs Experienced Employee

Specialization:

Marketing/Administrative Services
Industry:

Banking/Financial Services 
Inclusive Dates:

March 1996 to December 1997 

5.         Company Name:
Farcon, Gabriel and Farcon Law Firm




Aurora Blvd. Cubao, Quezon City

Position Title:

Legal Assistant
Position Level:

1-4 Yrs Experienced Employee

Specialization:

Law/Legal Services

Industry:

Law/Legal Services 
Inclusive Dates:

December 1995 to February 1996 

6.         Company Name:
Far East bank and Trust Company




Sta.Mesa Branch,R.M. Blvd. Sta. Mesa, Manila

Position Title:

CA/SA Bookkeeper
Position Level:

Fresh Graduate/<1 Yr Experienced Employee
Specialization:

Accounting Services
Industry:

Banking/Financial Services 
Inclusive Dates:

December 1989 to March 1992 

TRAINING / SEMINARS ATTENDED 

June 12 & 14 1997

       Supervisors / Managers Development Workshop

 



       Insular Life Training Room                                                         

                                                       Ayala Avenue, Makati City

            May 5, 2004

       
       Employee / Industrial Relations Presentation

                                                       For Managers and Executives





       Aboitiz Equity Ventures Bldg., Makati City

August 19, 2004

       
       Policies on Contracting / Sub-Contracting





       Times Plaza Bldg., U.N. Avenue, Manila

           September 9, 2004

       Symposium on Cooperatives as Contractors 





       Sponsored by PMAP (IR  Committee)





       Metro Club, Rockwell Center, Makati City

