CARLA 
Carla.252503@2freemail.com 
___________________________________________________________________

JOB OBJECTIVE

Is highly interested to contribute my knowledge and skills in a well-developed and advanced company. 
KEY STRENGTHS

· Have had significant work experience on customer relations and business dealings through Income Generating Project

· Have had participated in different trainings on leadership, organizing, facilitating and peer counseling

· Is excellent in using computer applications such as MS word, power point presentation, and excel
· Have been an active Peer Counselor and student Volunteer at University Guidance Center

· Can effectively work with minimal supervision

· Flexible, fast-learner and strong-willed

· Have good communication skills

EDUCATIONAL BACKGROUND

BS Entrepreneurship
Ateneo de Naga University

*with Honors - Cum Laude
AWARDS


Cum Laude





Ateneo de Naga University









2008 – 2012


Academic Excellence Awards


College Guidance Center









Ateneo de Naga University









2008-2012

Service Awards




College Guidance Center









Ateneo de Naga University









2008-2012

WORK EXPERIENCE

Position: 
NEW ACCOUNTS CLERK

Company:
Queen City Development Bank (Philippines)
Year:

May 2013 – September 2015
Duties & Responsibilities:

· In-charge in New Accounts Opening – welcoming the clients, preparation of forms, 
· Monitor all Accounts – Opened and Closed Accounts, Time Deposits and Dollar Deposits, active and inactive accounts, dormant accounts
· Prepare Monthly reports needed such as: Top 20 Depositors, Attendance Reports, Active Accounts and listing of prospect clients
· Request and monitor the number of ATM cards, Checkbooks needed and Supplies needed
· Bookkeeper and Teller reliever
Position:
STORE MARKETING

Company:
Puregold Centro Naga (Philippines)

Year:

November 2012 – April 2013
Duties & Responsibilities:

· In-charge in looking for Wholesalers
· Supervise the staffs in preparation of items for delivery

· Implements all the promos of the store for the month

· Prepares modules for programs which is done every month to attract customers

· Reports the monthly sales of the store 
Position:
PRODUCTION MANAGER

Company:
Quinbarb Enterprise (Philippines)
Year:

March 2011 – March 2012
Duties & Responsibilities:
· Supervise the production of food items to be delivered weekly
· Checks the expiration of items 
· Monitors the number of items produced daily

AFFILIATIONS


Member




Gabay Scholars Organizations








Ateneo de Naga University (Philippines)







2004 - 2012


External Vice President


Ateneo Young Entrepreneurs








Ateneo de Naga University (Philippines)







2010 - 2011


Core Group Secretary


College Guidance Center








Ateneo de Naga University (Philippines)







2010 - 2012


Peer Counselor



College Guidance Center








Ateneo de Naga University (Philippines)







2010 - 2012

TRAININGS/ INVOLVEMENTS


Participant




Unleash Your Full Potential








PCA Complex, Plaza Dilao, (Philippines)
NEGOSEM for DTI OTOP Program & Micro, Small and Medium Entrepreneurs







LCC Concourse, (Philippines)

Working Staff




Job Fair 2009








Ateneo de Naga University (Philippines)
Logistics Committee Head


Orientation Seminar for Freshmen






And Transferees







Ateneo de Naga University (Philippines)
I hereby certify that above information is true and correct to best of my knowledge and belief.


