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CV NO: 1526718
Career Objective 

To be part of an organization where hard work is well – compensated and growth is encouraged. 
· Proficient in Microsoft Office Programs, Excel, Powerpoint

· External and Internal Communication

· Problem Analysis and solving skills

· Record Keeping

· Account Handling
Professional Experience 

Admin/Office Staff
Towers Virtual Office and Business Center 

11 Flr. Unit MN Cyberone Bldg. Eastwood Bagumbayan Quezon City 

October 2010 to October 2015
Jobs Description 

 Prepares the payroll for the company’s employee. 

 Prepares summary of accounts of the company every end of the month. 

 Handles the petty cash fund of the company, 

 Prepares the cheque for the payments of all company’s monthly bills. 

 Handles the cheque for the payments and posting for SSS, Philhealth and Pag-ibig Fund 

 Answers the inquiry of the unit both residential and business office thru email, telephone and verbal. 

 Coordinates with the guest in both check-in and check-out. 

 Handles the cheque for the payments of all the condominium’s monthly bills. 

 Handles the Marketing of the unit thru internet (craigslist, sulit.com, OLX) 

 Prepares the needs of the condominium unit. 
SECRETARY

EACOMM CORP.

12J IBM Plaza Bldg. Eastwood Bagumbayan Quezon City
 November 2007 to September 2010
· Organize and manages the day-to-day running of the manager's schedule
· Proofread and edit documents, presentations, articles, and correspondence as requested. Draft emails and documents, take and circulate minutes and develop presentation materials.
· Manage the schedules to enhance effective time management and coordinates activities, prioritizes appointments and reschedules where necessary. 
· Collect and research information on assigned matters and produce reports as per the request of the Manager
· Handling front desk jobs, screened calls, mail management and distribution of mails and messages with confidentiality, greeted visitors and directed to appropriate staff member and receiving and distributing couriers.
RECEPTIONIST
Olympic Heights Condominium Asso. Inc.

Orchard Road Eastwood Bagumbayan QC

June 2006 to May 2007

· Answers the inquiry of both residential and business office thru email, telephone and verbal. 

· Coordinates with the guest  both check-in and check-out. 

· Handles the cheque for the payments of all the condominium’s monthly bills. 

· Handles the Marketing of the unit thru internet (craigslist, sulit.com, OLX) 

· Prepares the needs of the condominium unit 
Cinderella  - SM North
North Edsa Manila
November  2005 – May 2006
Sales  Staff 

· Responsible to monitor and control the stocks
· Greeting  and assisting  the customer 
· Check the barcodes according to the supplies
· Maintain the displays 
· Ensure that the prices are accurate.
· Advise customer on product ranges best suited to their needs
· Provide customers with information on daily deals and promotions

· Explain products features and warranty agreements.

· Build and maintain customer relationships in order to build strong loyalty
Internship Training 

Centre for Ultimate Rehabilitation for Drug Dependents 
Camp Bagong Diwa, Bicutan Taguig 

June – July 2004 

Jobs Description 

 Conducts the exam of the patient (Psychological exam) 

 Conducts activities everyday for the child patient 
Amkor Tech. Philippines 
Compensation Department 

Sucat, Alabang 

August to Oct. 2004 

Jobs Description 

 Encoding and filing the papers of employee 

Educational Background 

Bachelor of Arts Major in Psychology 
BATANGAS STATE UNIVERSITY 
Rizal Avenue, Batangas City 

2001 – 2005 

Personal Data 
Date of Birth: July 4, 1981 

Birth Place: Oriental Mindoro, Philippines
Gender : Female 

Civil Status : Single 

Height: 5’4

Citizenship : Filipino 

Religion : Roman Catholic 

Visa Status: Visit Visa
