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Objectives:

I am seeking for company where my experience can not only improve the status of the company but also automate the working process to be the best possible one.

Educational Background:

Tertiary
:     Bachelor of Arts Major in English

                      

University of Baguio - 2011-2013          

Work Experience:

Aug. 2014 – Jul. 2015

 National Youth Commission - Office Staff
Government Internship Program - Office of the President
Manila, Philippines

Mar. 2014 – Jul. 2014 
 SM Rosales – Sales Staff

Rosales, Pangasinan, Philippines

Aug. 2013 – Feb. 2014 
 West Avenue Theatres Corporation – Cashier

Rosales, Pangasinan, Philippines

Nov. 2012- April. 2013         Phoenix Physical Fitness Gym – Receptionist
                                                  Baguio City, Philippines

Responsibilities:

· Count money in cash drawers at the beginning of shifts to ensure that amounts are correct and that there are adequate changes.
· Resolve customer complaints, guide them and provide relevant information.
· Pleasantly deal with customers to ensure satisfaction.
· Performs administrative and office support activities for multiple supervisors.
· Responsible in telephone calls, receiving and directing visitors, word processing, presentations, and filing.
Seminars and Trainings:

· Labor Education and Online Application
    
University of the Cordilleras - 9th October 2012
· “Seminar on Exploring Career Paths for Bachelor Of Arts Major in English”

             University of Baguio – 24th February 2013

· “Building a Winning Attitude”

             University of Baguio – 23th March 2013

· Work Ethics and Professionalism

            National Youth Commission – 25th May 2013
· Gaining Competitive Advantage”

             University of Baguio – 5th October 2013

· Seminar on Personality Development

            National Youth Commission – 13th December 2014

· Seminar on Telephone Etiquette

            National Youth Commission – 07th March 2015
Skills and Qualifications: 
· Willingness to take instruction and responsibility. 

· Communication skills with public, fellow employees, supervisors, and customers.
· Have knowledge about Microsoft Office (Microsoft Word, Power point and Excel).
· Ability to work on shifting schedules.
· Ability to adapt to difficult situations.
Personal Background:


Birth Date

: 
March 05, 1994


Age


: 
21

Civil Status

: 
Single

I do hereby certify that the above mentioned information is true and correct.
