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SUMMARY:
I am a mature, responsible, reliable and cheerful person with excellent interpersonal skills. I am a hardworking individual, confident and a fast learner. I simply love working and I enjoyed learning, I always concentrate and focus on goals, I can balance my time and priorities. I am currently seeking a new challenge to continue doing what I love and broadening my experience.
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PERSONAL DETAILS :
CAREER
GOAL:


	
	
	

	
	
	

	Age
	:
	24

	Birthdate
	:
	November 4, 1991

	Birthplace
	:
	Bantayan, Cebu, Philippines

	Gender
	:
	Female

	Nationality
	:
	Filipino

	Height
	:
	5’0”


· Seeking an opportunity in any field where my skills can be enhanced and to gain experiences as well. To give in and contribute the skills and education that I have [image: image4.jpg]
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EDUCATIONAL ATTAINMENT
SKILLS:


 College:   Undergraduate  2007-2009
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Bachelor of Science in Information Technology
University of Cebu
Cebu, Philippines
Undergraduate
2009-2010
Bachelor of Science in Hotel Management
Cebu Institute of Technology-University
Cebu, Philippines
Graduate
2010-2011
Associate in Computer Technology
Bantayan Southern Institute
Bantayan, Cebu, Philippines
	 Secondary: Graduate
	2003-2007


Saint Paul Academy
Bantayan, Cebu, Philippines
	 Primary:   Graduate
	1996-2003


Hilotongan Integrated School
Bantayan, Cebu, Philippines
· Ability to operate a computer with the excellent knowledge in Microsoft Office. 
· Maintain focus in demanding work environments and always find a way to effectively complete multiple assignments or tasks. 
· Ability to maintain and build a good relationship with others. 
· Goal oriented and a hardworking person with honesty and loyalty. 
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WORK
EXPERIENCE:


 BANTAYAN CHRISTIAN SCHOOL
[image: image8.jpg]


Bantayan Island, Cebu, Philippines
On Job Training
November 2010 – March 2011
· Computer Lab Assistant 
· Encoding and printing test questions for the students examination. 
· Teaching the students about the basics in Microsoft Office. 
· Guiding the students in their Typing Tests. 
· AL RADHA TRADING Co. LLC 
Al Nahda 2, Dubai, U.A.E.
Secretary cum Receptionist
May 2012 – June 2015
· Welcomes visitors by greeting them, in person or on the telephone. 
· Answering/forwarding phone calls or referring inquiries. 
· Making Quotations for the customers and receiving orders. 
· Arranging appointments/meetings 
· Checking company emails; replying inquiries from customers 
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