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EDUCATION


Bachelor of Science in Public Administration and

Bachelor of Science in Legal Management

St. Paul University Philippines – 2011 to 2015

SUMMARY
Highly motivated fresher seeking job opportunities in sales, marketing, legal/financial management or office administration. Very creative, resourceful and flexible, able to adapt to changing priorities and maintain a positive attitude and strong work ethic. With strong meeting planning and facilitation skills; able to communicate effectively with all organizational levels, build relationships of trust , enlist the participation of team members and contribute to the organization’s corporate or departmental objectives. 
A self-starter with a strong foundation in basic legal concepts combined with sound knowledge of the Law and Legal Research, including Marketing, Sales, Intellectual Property Law, Public Administration, Office and Systems Management, Business Finance, and Credit and Collection Management.



KEY SKILLS

• Technical Skills

· Proficient in Microsoft Office: MS Word, MS PowerPoint & MS Excel
· Online Research
• Office Skills
· Organizational Management
· Records Management
· Executive Support
· Spreadsheets / Reports
· Time Management
WORK EXPERIENCES
· EXCLUSIVE TRADERS, INC  



Position: Sales Associate 

Quezon City, Philippines – March 31 , 2015 to July 2015

· Entertained costumers and provided information or solution to their queries.

· Meet sales target. 
· Making calls and meeting clients.

· Making cold calls in attempt to convince potential customers to purchase products and services.
· Assisted clients in selecting products that suit  their preferences.
· Ensured client confidentiality.

· Recorded sales information and other business transactions. 
•
Assisted  Account Managers to meet clients and close deals.
· PUBLIC  ATTORNEY’S OFFICE IN THE DEPARTMENT OF JUSTICE REGIONAL OFFICE II

Position: Paralegal/ Law Clerk
Cagayan Philippines – November 2014 to March 2015

· Filing – physical paper files and electronic files
· Assisted clients and provided answers to their queries.
· Prepared files for the imaging process

· Entered/retrieved both prior and current case status and statistical information via the departmental database

· Researched missing documents; 

· Photocopied, scannned, faxed, answered telephone calls, took messages, handled mail, and performed other general office functions, as needed.

· Performed departmental functions and special projects as directed.

· CIVIL SERVICE COMMISSION REGIONAL OFFICE II – LEGAL SERVICES DIVISION OFFICE
Position: Paralegal /Legal Writer
Tuguegarao Cagayan, Philippines – May 2014 to June 2014

· Prepared and organized documents to conform to departmental standards.

· Assisted in scheduling hearings and appointments with clients.

· Ensured client confidentiality. 
· Issued subpoenas and other types notification to parties in a case.

· Assisted staff with different work processes.
· BUREAU OF FISHERIES AND AQUATIC RESOURCES REGIONAL OFFICE II – LEGAL SERVICES DIVISION OFFICE
Position: Legal Researcher 

Tuguegarao Cagayan, Philippines – April 2014 to May 2014

· Researched Jurisdictions applicable to different cases.

· Performed other general office functions, as needed.

· CAGAYAN PROVINCIAL CAPITOL – HUMAN RESOURCES MANAGEMENT DEPARTMENT 

Position: Administrative Assistant / Records Officer
Carig Cagayan, Philippines – March 2014 to April 2014
· Assisted the HR head and other employees in general office functions.
· Maintained organized and accurate records of employees under the payroll of the provincial government.
· Operated and maintained office equipments.


