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PERSONAL STATEMENT

Experienced in functioning both as Administrative and Technical Staff with 6 years experience in government service in the Philippines. Excellent computer skills include Microsoft Office Applications (such as commonly used Word, Excel and Powerpoint), Adobe Layout Applications (such as InDesign and Photoshop), and basic skills in Search Engine Optimization. Handled Marketing Campaigns such as producing radio programs and television shows, conducted interviews and wrote press releases, and conducted career orientations for project dissemination.

CAREER OBJECTIVE

To establish a career by showcasing my abilities in a growth-oriented, progressive company.

ACADEMIC ACHIEVEMENT

Tertiary Education St. Paul University Iloilo, Bachelor of Arts in Mass Communication, 2002-2008

Secondary Education University of the Philippines High School in Iloilo, 1998-2002

Primary Education Kaunlaran Learning Center Foundation Incorporated, 1992- 1998

WORK EXPERIENCE

University Research Associate I at UP Visayas (Office of the Vice Chancellor for Research and Extension), UP Visayas, Miagao, Iloilo, September 2011 to present

· Editorial Assistant for the two (2) official scholarly journal of the University: Philippine Journal of Social Sciences and Humanities, and Philippine Journal of Natural Sciences
· Drafts and finalizes communications to Editors, Reviewers, Editorial Board Members and Authors of the UPV Journals

· Drafts and finalizes reports submitted to higher offices in the University System and other agencies

· Drafts and finalizes administrative orders and memorandums issued by the Vice Chancellor for Research and Extension and the Chancellor

· Assists and organizes symposia, seminars, trainings, roundtable discussions and meetings with UPV Journals staff and outsiders

· Handles the administrative work and lay outing for the journals
· Maintains and manages the office library
· Assisted in the brainstorming and creation of the UPV Journals 
· Appointed as committee member to Conferences and University Activities
· Appointed as layout artist to the Book of Abstract for the International Scientific Conference on Fisheries and Aquatic Sciences 2014, and Proceedings of the National Conference on Suguidanon (Epics) of Panay 2014
· Consistently rated with Very Satisfactory as per the University Performance Evaluation System

Technical Assistant at UP Visayas (Office of the Vice Chancellor for Research and Extension), UP Visayas, Miagao, Iloilo, September 2010 to August 2011

· Handles the administrative work and lay outing for Humanities & Social Sciences and Philippine Journal of Natural Sciences Journals 

· Process job order requests and procurement documents for publishing the University’s journals
· Drafts and finalizes communications to Editors, Reviewers, Editorial Board Members and Authors of the University’s Journals

· Drafts and finalizes reports submitted to higher offices in the University System and other agencies

Social Marketing and Advocacy Campaign Officer at Technical Education and Skills Development Authority (TESDA), Zamora St., Iloilo City, March 2009 to March 2010

· Conducts orientations to TESDA Training Institutions and Centers regarding TESDA scholarships and other programs
· Researches, prepares materials and interviews respondents for the company’s weekly radio and television program
· Consolidates weekly and monthly reports for Social Marketing Advocacy Campaign for the entire Iloilo province to be submitted to higher offices
· Interviews and writes articles for the monthly newsletter
· Assists and entertains inquiries regarding TESDA during Job Fairs
· Interacts with Human Resource Managers of other companies for TESDA’s Jobs Bridging Program
· Manages TESDA Iloilo’s entries for the Jobs Bridging Program in through the access given 
· Assists in organizing and conducting the Trainer’s Methodology/Assessor’s Methodology seminar-workshop
Executive Assistant at St. John’s Wort Montessori School, Dalig, Antipolo City, Rizal, October 2006 to May 2007
· Drafts and finalizes letters and memorandum
· Drafts and finalizes reports to Department of Education
· Prepares audio and video presentations for seminars, trainings and meetings
· Attends in meetings in behalf of School Head
· Assists in organizing school activities and programs
Public Relations Intern, Shipwreck Restaurant, Iloilo City, November 2005 to December 2005


-PR Assistant for several events 

Radio Production Intern, Radyo ng Bayan, Iloilo City, April 2005 to May 2005

-Field reporter and broadcasted segments live on-air

News Writer Intern, The Panay News, Iloilo City, June 2005 to October 2005

-Field researcher and wrote and published news reports and feature stories

Television Production Intern, ABS-CBN TV 10 ILOILO, Iloilo City, October 2005 to April 2006

-Worked as news researcher and production assistant for television news and variety shows 

Skills

· Excellent command of English and Filipino 

· Excellent command of various computer applications such as MS Office Programs and the Internet.

· Basic knowledge in photo-editing and lay-outing applications like Adobe InDesign, Adobe Photoshop and Macromedia Fireworks.

· Preparation of presentation materials (multi-media), desktop publishing, and audio-video productions

· Public speaking, research and writing

Examinations Taken


-Career Service Subprofessional Examination passer of October 22, 2006



Rating: 84.93


-Career Service Professional Examination passer of April 25, 2010.



Rating: 83.16

