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OBJECTIVE:

· To obtain and secure a position that will enable me to use my organizational skills, and to have the opportunity to learn and improve my skills.

STRENGTHS:
· Dynamic team player and with sense of responsibility

· Creative and resourceful

· Proficient interpersonal communication skills and collaboration

· A fast-learner individual
· Able to work methodically, accurately and neatly
· Computer literate (MS Word, MS Excel, MS Access, MS Powerpoint, MS Publisher)

· Computer Hardware and Software Trouble Shooting

· Computer Networking

· Good oral and written communication skills
· Administrative and Clerical Duties

· Customer Service Excellence
EDUCATION: 

Tertiary level-Technical:



Cookery NC-II – 2015








NC-II Holder








Castillejos TESDA Training Center








San Roque Castillejos Zambales

· Best In Preparing Meat Dishes








Computer Hardware Servicing NC-II -2014








NC-II Holder (January 2014-April 2014)







Castillejos TESDA Training Center








San Roque Castillejos Zambales
· Best in Diagnose and Troubleshoot Computer system and Networks

· On-the-Job Training (May 2 –May 30, 2014)

Secondary Level:




St. Nicholas Academy

San Juan Castillejos Zambales, Philippines







S.Y: 2001 – 2005
Primary Level:





Magsaysay Elementary School



                                    




Magsaysay Castillejos Zambales, Philippines

                                    




S.Y: 1995 – 2001             


WORK EXPERIENCES:

December 1, 2012 – December 31, 2013     
 CROWN PEAK STATE DEVELOPERS 





Upper Cubi, Subic Bay Freeport Zone, Philippines
Administrative Assistant 

· Maintaining filing systems both electronically and on paper 
· Answer incoming calls, determine purpose of call and transfer call
· Checking and Answering Emails

· Maintain front desk procedures including contact information, directions and frequently requested company information.
· Generate reports and other documents
· Assist telephone enquiries from customers
· Dispatching outgoing mails
· Sometimes making business letters

· Arranging Meetings and Appointments

· Keeping Attendance

· Sometimes handling reception

· Sometimes making and sending quotations of the hotel bookings and amenities for the customers.
December 1, 2008 – November 20, 2012  
COUNCIL OF BARANGAY MAGSAYSAY, CASTILLEJOS




Secretary
· Scheduling appointments of all the council members specially the Chairman
· Coordinating Meetings
· Coded documents according to council procedures
· Checking Mails and Reverting The Same
· Sometimes making correspondence

· Making Letters 

CHARACTER REFERENCES: 

MRS. GLORIA T. CERENADO

Administrative Assistant








Castillejos TESDA Training Center

 (+63) 9394885022

MS. RONALIZA T.RAFAEL


TESDA Trainor







Castillejos TESDA Training Center







(63+) 9215403962


MR. JOVITO M. PASCUAL

BARANGAY CHAIRMAN








Magsaysay Castillejos Zambales








(63+) 9475728602


MR. LEROY A. ESTRELLA

OFFICER-IN-CHARGE






CROWN PEAK STATE DEVELOPERS 






Upper Cubi, Subic Bay Freeport Zone, Philippines

PERSONAL INFORMATION:

Birthday


:  

July 23, 1989
Age



: 

26


Gender



: 

Female



Civil status


: 

Single 



Height



:

5’4”



Weight



: 

150 lbs 



Visit Visa Status

: 


                         I hereby certify that the above information are true and correct to the best of my knowledge and beliefs.
