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	CAREER OBJECTIVE


Seeking a position where my customer service and operational skills will be utilized and where I will be able to assist company’s daily activity to achieve overall success. 

	KEY QUALIFICATIONS


· Over 6 years experience working in clerical and administrative capacities.
· Profound knowledge of documenting information and filing records manually.
· Organized, flexible, friendly, hard working and self- motivated.
· Experienced in data entry activities and associated software.

· Highly skilled in performing customer services duties via telephone and in-person.
· Proven ability to prepare reports, spreadsheets input data and many other projects.
· Computer literate.
	WORK EXPERIENCES


DEPARTMENT OF AGRARIAN REFORM
(February 2013 to June 2015)
Tandag City, Philippines

Position:  Receptionist
· Serve visitors by greeting, welcoming, directing and announcing them appropriately

· Answer, screen and forward any incoming phone calls while providing basic information when needed

· Receive and sort daily mail/deliveries/couriers

· Maintain security by following procedures and controlling access (monitor logbook, issue visitor badges)

· Update appointment calendars and schedule meetings/appointments

· Perform other clerical duties such as filing, photocopying, collating, faxing etc.

DIZON FARM INC.
(October 2011 to December 2013)

Fti Taguig City, Philippines

Position: Secretary
· Answering telephone calls
· Maintaining diaries
· Arranging appointments
· Taking messages
· Typing and word processing
· Filing
· Organizing and servicing meetings (producing agendas and taking minutes)
· Managing databases
· Prioritizing workloads
· Handling correspondence
· Implementing new procedures and administrative systems
· Liaising with relevant organizations
· Coordinating mail shots and similar publicity tasks
DEPARTMENT OF SOCIAL WELFARE AND DEVELOPMENT

(April 2009 to August 2011)

Davao City, Philippines

Position: Encoder / Verifier

· Encodes Family Assessment Form (FAF)

· Input the data collected by the enumerators to the Listahanan database
· Give an accurate and even complete data that is necessary to the needs of the government agency
· Provide assistance to one’s director by encoding the right information or data needed
· Encode the necessary data give a complete, accurate and organized manner that is important to the needs of the office or any entity
	SEMINARS AND TRAINING ATTENDED:


· Arts and Sciences Educators Association of Caraga Region, Inc. (ASEACRI) – March 2, 2012
· On the Job Training-  October 3, 2011
	EDUCATIONAL BACKGROUND



Tertiary

:
Surigao Del Sur State University, Rosario, 





Tandag City, Philippines

Course

:
Bachelor of Arts major in English






(June 2008 to March 2012)

	PERSONAL DATA



Nationality

:
Filipino

Date of Birth

:
August 23, 1991

Civil Status

:
Single

Sex


:
Female

Visa Status

:
Tourist Visa
