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PERSONAL DETAILS
Gender

: Female

Date of birth

:  July 28, 1979

Marital Status

: Single

Nationality

: Filipino


Visa Status

:  Tourist Visa

CAREER OBJECTIVES
Seeking a challenging opportunity where I will be able to utilize my strong work experience and ability to work well with people, which will allow me to grow personally and professionally.
SKILLS AND STRENGTH
· Computer Literate: MS Word, Excel, PowerPoint & Publisher

· Independent, innovative and organized individual who adapts well to new responsibility.
· A dynamic team player with strong sense of responsibility & positive attitude.

· Effective communication skills, goal oriented and with strong human relation.

· Ability to work under pressure and can work with less supervision.

PROFESSIONAL EXPERIENCES

Administrative Assistant III                     
January 10, 2005 to present
Department of Interior and        

Mabini, Batangas 

Local Government Office (DILG)   

Philippines    
· Performing day-to-day administrative tasks such as maintaining information files and processing documents.


· Simplified the processes of retrieving data from the computer system, maintaining department records, encoding and compile reports daily, quarterly and annually.
· Collect, check and disburse money, do basic bookkeeping and complete banking transactions.
· Communicate with customers and other individuals to answer questions, disseminate or explain information, take orders and address complaints.
· Provide information to the barangay officials by telephone, in written form or in person.
· Giving full attention to what other people are saying, taking time to understand and points being made, asking questions as appropriate and not interrupting at inappropriate times.

Quality Assurance Officer



August 21, 2000 to August 31, 2004
Nidec Copal Philippines Corporation


Barangay Diezmo, Cabuyao, Laguna
Laguna Industrial Science Park I


Philippines
· Devise sampling procedures and directions for recording and reporting quality data.
· Plan, conduct and monitor testing and inspection of materials and products to ensure finished product quality.
· Collect and compile statistical quality data.
· Analyze data to identify areas for improvement in the quality system.
· Investigate customer complaints and non-conformance issues.
· Evaluate audit findings and implement appropriate corrective actions.
· Assure ongoing compliance with quality and industry regulatory requirements.
EDUCATIONAL BACKGROUND
Bachelor of Science in Commerce   


June 1996 – March 2000
Major in Business Management 


Batangas City, Philippines
University of Batangas                                                             
ACCOMPLISHMENTS & TRAININGS
Study Tour on the Best Practice of Cities 

May 5-7, 2015: Negros Occidental    







 July 17-20, 2013: Dumaguete  & Bacolod 

 
Training on Formulation of Barangay 

September 4-6, 2014: Pampanga

Contingency plan for New ElectedBgy Officials
March 10-12, 2011: Batangas
Seminar on Grassroots Renewal &Empowerment 
March 12-14,2014: Baguio City
for Accountable and Transparent Barangay
Study Tour on Strengthening Disaster

 July 17-20, 2013: Legazpi City, Albay

              Preparedness
 

Training on Vigilance for Safe and Disaster-

August 30-31, 2012: Subic Freezone Airport
Resilient Communities 
ISKOLAR-BOS Seminar




February 24-26, 2011: Talisay, Batangas
Conference on Enhancing Participation in Local 
October 2-4, 2009: Iloilo City
Governance.
Seminar on Barangay Resource Mobilization
September 29-30,2018: Mabini, Batangas
CHARACTER REFERENCE:  Available upon request.

