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Objective:
To obtain a position in an organization in which my computer knowledge, and organizational abilities can be fully utilized.
Summary of Qualifications:
Ability to communicate very well with other people, Flexible, fast-learner and responsible, customer service oriented, Proficient in Microsoft Word, Excel and Power point.
Work Experience:
Company: SPR-CFB Inc.
Quezon City Philippines
Secretary
April 2012 – April 2015
· Managing Diaries and Making appointments 
· Booking rooms and travel arrangements 
· Preparing and distributing papers and documents for meetings 
· Taking minutes 
· Maintaining filing systems 
· Answering the phone and answering queries 
· Photocopying and printing using various computer 
· Packages- Word, Excel, PowerPoint 
Company: Japan-PNB Financial Leasing
Makati City Philippines
Receptionist/Admin Assistant
March 2011 - March 2012
· Provide Front desk reception duties for the office which includes handling of all phone calls 
· Manage internal & external customers timely and professionally. 
· Receive and greet all visitors in a professional and warm manner 
· Collect and distribute all incoming mail and courier items 
· Develop and maintain a tracking system on all incoming & outgoing mails and courier items for the office 
· Assist in General Office administration. 
· Assist in the coordination of ad-hoc company functions/events. 
· Assist in any ad-hoc duties, projects and activities 
EDUCATIONAL  ATTAINMENT:
Tertiary Education:
University of the East Manila, Philippines
B.S. Mass Communication, Major in Broadcasting 2004-2008
Secondary Education:
Malabon National High School Malabon City Philippines 2000-2004
Elementary Education:
Malabon Elementary School Malabon City Philippines 1994-2000
PERSONAL INFORMATION:
Date of Birth:
Oct 11, 1987
Place of Birth:
Bacacay, Albay, Philippines
Age:
27
Civil Status:
Single
Nationality:
Filipino
Sex:
Female

