
Objective
To secure a challenging and responsible position that will allow me to utilize my diverse experience and to pursue a satisfying career that allows me to constantly raise the bar of my performance resulting in a steady progress from a secretarial role towards higher administrative assignments
CORE COMPETENCE
· Strongly self-motivated, enthusiastic, and committed towards professional excellence.
· Hard working and patient

· Dedication and sincerity in work
· Efficient to resolve costumer issues
· Excellent ability to work under minimal supervision and prioritize work

· Able to deal with all levels of people
· Have selling skills.

· Computer literate

PROFESSIONAL EXPERIENCE
Sharjah

ARCHIVES CLERK – November 2014 to May 2015
· Making Daily Business Report
· Responsible for the Car Maintenance

· Handling CID System
· Monitoring Customers Traffic Fine

· Monitoring and preparing Car Mulkia and Insurance for Passing and Renewal

· Monitoring Customers Car kilometer

· Oil and Filter Inventory

· Making Monthly Salik Statement of Accounts 
BANK OF THE PHILIPPINE ISLAND, Manila 

ENCODER Remittance Department – July 2008 to December 2008
· Encoding

· Vouching

· Checking status of clients accounts to other banks

· Giving clients feedback about their queries
C.P Dizon Building Contractor Quezon City 

Secretary - January 2005 to June 2007 
· Deal with employee questions and requests

· Prepare wide range of communications, reports and documents

· Schedule and co-ordinate meetings, appointments and events

· Prepare and distribute minutes of meetings

· Co-ordinate and follow up on interviews

· Source and collect employee data

· Maintain complete employee database
DOCTOR RAFAEL TUMBUKON MEMORIAL HOSPITAL Kalibo Aklan
Job Trainee - August to November 2004
· Taking Temperature, Pulse and Blood Pressure

· Wound dressing

· Monitoring Patient’s Food and Fluid Intake and Output

· Identifying changes in patient’s condition

· Therapeutic Massage

· Tube Feeding

· Recording Medications Taken/Administered
DINERS PICK Restaurant, Kalibo, Aklan 

Junior Manager - January to July 2004
· Supervising and managing the overall performance of staff.

· Analyzing, reporting, giving recommendations and developing strategies on how to improve quality, quantity and good service.
· Checking all goods

PHILLIPINE VETERANS BANK, Roxas City Capiz  
Job Trainee - May 2001 to March 2002 
· Assisted Veterans clients to open new accounts.

· Retrieval of signature cards

· Alphabetical and numerical arrangement of signature cards

· Numerical arrangement of checks

· Recording Social Security System Payments

· Recording Water bill Payments. 
Educational Qualification
· Holds Bachelor of Science in Commerce major in Business Management from Filipino American Christian University (FILAMER), Philippines
· Holds Caregiver training course from North western Bisayan College, Philippines
Personal Details
Date of Birth




:  March 8

Marital Status




:  Single

Nationality





:  Filipino
Languages





: English
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