PERSONAL INFORMATION 
Nationality: 




Filipino

Gender:




Female

Marital Status: 



Single

Visa status: 




Visit

CAREER OBJECTIVE
A dynamic and interactive young woman with a sound educational and professional background seeking for placement in any collaborative and challenging environment where corporate governance is highly valued, with the objective to improve my career and support the company to achieve its goal. 

ACADEMIC QUALIFICATION
Bachelor of Arts in Legal Management

Bulacan State University, Malolos Bulacan, Philippines
2008 – 2010  / 2013 – 2015

Bachelor of Science in Information Technology

Bulacan State University, Malolos Bulacan, Philippines

2010 - 2012

WORKING QUALIFICATION
· November 27, 2014- February 18, 2015 
Position: Intern 
Office of the Provincial Administrator 
Philippines 
· March 29, 2012 – May 15, 2013
Position: Receptionist
San Miguel Food Corporation

Philippines
· April 8, 2009 – March 20, 2011
Positon: Admin Assistant

Bulacan State University Administrator’s Office
Bulacan State University

Philippines

RESPONSIBILITY

· Respond to telephone inquires providing quality service to clients and associates
· Strive for quick complaint resolution; resolved clients issues 

· Recommend solutions for the clients to meet their problems 

· Keeping the office clean and neat and always available for the clients

· Checking emails, receiving and releasing parcels to couriers

OTHER QUALIFICATIONS

· Excellent written and verbal communication skills. 
· Can Speak English fluently.

· Proficient in Microsoft Office (Word, PowerPoint and Excel)
· Knowledge in Basic Adobe Photoshop

· Excellent in Clerical Works

· Ability to learn and adapt fast
· Can work with people of multicultural background
· Can work under stress or pressure
· Obedient, humble, polite, honest, smart, convincing
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