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A highly competent professional with discretion and can be trusted with highly confidential matter or projects. Individual who is passionate for excellence, self-motivated with a high attention to details, have the ability to independently plan, execute and complete tasks while adjusting to daily operational challenges. 


SECRETARY/ ADMINISTRATIVE ASSISTANT
MUNICIPALITY OF PILA

LAGUNA, PHILIPPINES
2011 – 2012 (On Job Training), 2012 – 2013 Permanent Employee
SECRETARY DUTIES:

· Manage and maintain Manager's schedules and update accordingly.

· Provide a full range of administrative and secretarial support to the Mayor.
· Manage organizing files and database, correspondence, scheduling, document production, meeting and event arrangements.

· Coordination of meetings and conference calls including video conferencing.

· Assist the Mayor in preparing presentations and written correspondence. 

ADMINISTRATIVE ASSISTANT DUTIES:
· Day to day answering incoming calls and convey promptly to relevant member of staff with accurate details.
· Welcome visitors to the premises, informing the relevant staff/management personnel of when the visitors have arrived and providing them with the visitor’s details(name and company they are representing)
· Answer multi-line phones and direct calls as necessary, handle internal and external inquiries.
· Initiate and track purchase requisitions and purchase orders, such as office stationery and office pantry supplies.

· Manage and maintain the department filing system and keep hard and soft copies of all official documentation in a proper and organize manner.

· Prepare updates and maintain documentation, files and spreadsheets as required.

· Scheduling meetings, booking meeting rooms/venues.

· Track and maintain all personnel records including confidential information in accordance with company policies.

· Assist in the preparation and management of documents as needed.

ACTS COMPUTER COLLEGE – Computer Secretarial
Attended 2011 – 2012
PEDRO GUEVARRA MEMORIAL NATIONAL HIGH SCHOOL – High School

Attended: 2006 – 2010 

· English – Fluent in speaking, writing and reading
· Tagalog – Native Language

· MS Office (Excel, Word and Powerpoint)
· Stenography (Short-hand writing)

· Proactive and can-do attitude, good personality and a team player.
· Good attention to details and good organizational skills.
· High degree of discretion and confidentiality.
· Presentable and strong team player striving towards making positive contribution and satisfaction.
· Ability to independently plan, execute and complete tasks while adjusting to daily operational challenges.

Nationality

:
Filipino
Marital Status

:
Single
Visa Status

:
Visit Visa
Date of Birth

:
July 14, 1994
I hereby certify that the above information is true and correct to the best of my knowledge and experience
Sincerely,
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