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Objective
To gain employment in your organization utilizing my past job experiences.

Work Experience
Initiatives for Dialogue and Empowerment through Alternative Legal Services, Inc. (IDEALS)
Guiuan, Eastern Samar, Philippines
January 2015- July 2015

Augmentation Staff

· Received documents from field officers.
· Verify registry number of live births.
· Reproduce certified true copy of documents like birth, marriage and death certificates. 

· Performs clerical duties like photocopying, encoding and printing. 

International Committee of the Red Cross (ICRC)

Addison PensionneLugay St. Guiuan, Eastern Samar, Philippines
May 2014- October 2014

HR Secretary

· Updating HR files, ensure back up excel files and social contribution numbers and accounts are up to date.

· Responsible in compiling the recruitment  file like personal data, contract, staff regulation and others.

· Assist in the recruitment process; posting of job vacancy to designated places; shortlisting received CVs; makes arrangement of the time of test and interview; and conduct interview in the absence of my direct superior.
· Maintains confidentiality at all times.

· Performs general clerical duties like  photocopying, scanning, mailing with other sites and updates of different tables.

· Updates leave credits.

· Helps in organizing trainings and seminars.

Philippine Taiyo Aqua Farming Corporation (PTAFCO)

Brgy.Sto. Niño Quinapundan, Eastern Samar, Philippines
January 2013- November 2013

Secretary

· Respond to emails.
· Responsible in monitoring the attendance of employees.
· Updates social benefits.
· Responsible in inventory and monitoring of stocks.
Mister Baker Bakeshop and Food Center

Lugay St. Guiuan, Eastern Samar, Philippines
April 2010- December 2012
Cashier

· Receives payment by cash, issue receipts, refunds and change due to customers.
· Compile and maintain daily inventory records.

· Calculate total payments received during a time period and reconcile this with total sales.

· Practice good customer service.
· Responsible in maintaining the cleanliness of the store.
· Resolve customer complaints.
Spork’s Corner
Guiuan, Eastern Samar, Philippines
July 2008- February 2010

Cashier

· Receive payments by cash, issue receipts, refunds and change due to customers.
· Count money in cash drawers at the beginning of the shifts to ensure that amounts are correctand that there is an adequate change.
· Greet customers entering establishments.
· Establish and identify prices of goods.
· Maintain clean and orderly store areas.

Education

Technical Education and Skills Development Authority (TESDA)

Guiuan, Eastern Samar, Philippines
Front Office Services

Front Offices Services NC II Holder

AMA Computer Learning Center (ACLC)
Guiuan, Eastern Samar, Philippines
Diploma in Computer-based Accounting

Awards: Outstanding Student


 Bookkeeper of the year
Personal Information

Marital Status
:
Single

Age

:
26 years old

Nationality
: 
Filipino

Visa Status
:
Tourist Visa
Character Reference available upon request.
I hereby certify that the information stated herein is true and correct to the best of my knowledge and belief.

