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OBJECTIVE

To be a part of a dynamic organization that will give me the opportunity to be trained and develop my knowledge and skills and be a flexible individual who could successfully work as part of the organization.

WORK EXPERIENCE

Receptionist / Admin Assistant

D & I Construction Co. Ltd.

Project: Barakah Nuclear Power Plant

March 07, 2014 to present

Welcomes visitors by greeting them, in person or on the telephone.

Handling incoming / outgoing calls, correspondence and filing

Printing, photocopying, filing and scanning.

Monitoring inventory, office stock and ordering supplies as necessary.

Updating & maintain the holiday, absence of staff.

Creating and modifying documents using Microsoft Office.

Handling of manpower recruitment.

In-charge for the processing of WPS of all employees.

Responsible for the air ticket of employees.
Document Controller

Work Description

Maintaining a tracking facility to enable documents to be updatedeasily.

Scanning in all relevant new documents.

Presentation and filing of documents.

Responsible for maintaining hard copy information. Issuing anddistributing controlled copies of information.

Ensuring all documents is as up to date as possible within electronic filing systems.

Proper Documentation according to ISO Standards.

Tutor/Assistant Teacher

The Nazareth School

October 2010 to January 2014

Work Description

Teach the students on their subjects

Assist the students on every examination

Help the students on their home works

Brief the students on their incoming exams and recitations

Make pre examination for the students

Make pointers for review for the students

Assist the teacher and students inside the classroom

Do other task required by the student’s parents and teacher

Supply Clerk

Montenegro Shipping Lines Inc.

September 2009-February 2010

Work Description

Purchase items on supplier

Tally the items on delivery invoice

Encode the items purchase on the system

Make receipts for each items

Check the remaining supplies on the stock room

Make monthly inventory of the supplies

Make report of all the consumable items

Do other task as required of the higher authority

Ticketing Clerk

Montenegro Shipping Lines Inc.

April 2009-September 2009

Work Description

Greet the customers

Sales of ticket

Check the ticket before handing out to the customer

Accept cash for ticket payments

Tally the actual receipts and cash

Balance the cash at the end of every shift

Make deposits slip for the cash on hand to deposit to bank

Special Skills

Proficient on Microsoft Office.
Knowledge on basic accounting.

Knowledge on making LPO and quotations.

SEMINARS AND TRAININGS

On the Job Training

Coca Cola Bottlers Philippines Inc.

October 2008-January 2009

Per Dev Seminar

Lyceum of the Philippines University

January 20, 2008

SAP Training Program

Lyceum of the Philippines University

Personality Development Seminar

Lyceum of the Philippines University

September 20, 2008

EDUCATIONAL BACKGROUND

College

Associate in Office Management

Lyceum of the Philippines University-Batangas

2007-2009

FUNCTIONAL SKILLS

Computer skills, with the knowledge about Microsoft Word, Microsoft Excel, Microsoft PowerPoint, & Internet. I can read and write shorthand writing, and I can type 40 words and above per minute. Hardworking, can work with or without supervision and I can work with timeunder pressure.

PERSONAL DATA

Date of Birth :


June 29, 1990

Height :



5’1

Weight :



119 lbs.

Citizenship :


Filipino

Religion :



Roman Catholic

Status :



Single

Visa Status :


Transferrable Visa
I hereby certify that the above information written is true andcorrect to the best of my knowledge and belief.

