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Career Summary
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A dynamic individual with 15 years comprehensive work experience in government public works and highways office such as document control, secretarial and comptrollership task. Excellent professionalism and communication skill with a can do attitude, hardworking and attention to details.
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Professional Experience (15+ years)

Administrative Assistant (Clerk III), DPWH, Philippines
• Responsible for providing administrative and clerical services in order to ensure effective and efficient operations.
Department of Public Works and Highways (DPWH) is one of the three departments of the Philippine government undertaking major infrastructure projects. DPWH is currently responsible for the planning, design, construction and maintenance of infrastructure, especially the national highways, flood control and water resources development system, and other public works in accordance with national development objectives.
	Assignments:
	
	

	• Administrative Section
	Administrative Assistant
	2009 – 2010

	• Planning and Design Section
	Administrative Assistant
	2008 – 2009

	• Office of the District Engineer
	Secretary
	2006 – 2007

	• Comptroller Section
	Clerk II
	2002 – 2005

	• Administrative Section
	Clerk I
	1996 – 2002


Highlights and Key Responsibilities:
· Prepared meeting minutes of the Bids and Awards Committee; 
· Prepared various types of letters, memos and other correspondences; 
· Created a report for the personnel attendance and leave balances; 
· Encoded Program of Work and Detailed Estimates for various projects; 
· Responsible for the completeness of documents and records with proper achieving and monitoring; 
· Verified contract details correctness and completeness before submitting to the District Engineer for approval; 
· Prepared monthly reports and remittances to Government Service Insurance System (GSIS), Philippine Health Insurance Corporation (PHIC) and Bureau of Internal Revenue (BIR) for the whole District; 
· Prepared disbursement reports and documentations (Php80m) for the Philippine government auditors (Commission on Audit – CoA); 
· Monitored and maintained records for the incoming and outgoing office documents for the District office. 

Education

	Philippine Career Service Professional
	Aug 1995

	Philippine Career Service Sub-professional
	Nov 1994

	Bachelor of Science in Commerce, Central Philippine University
	Mar 1995

	
	
	

	
	Skills
	

	Microsoft Office:   MS Word, MS Excel, MS Power Point, and MS Outlook
	

	Personal:
	Fluent in verbal and written English, keen to details, organize, team

	
	player, can provide quality output even when under stress and

	
	pressure
	



Training

Seminar on Withholding Taxes and Other Tax Updates
Seminar on the GSIS Electronic Remittance Module
Training on Government Electronic Procurement System
Seminar on Accountability and Behavioral Reforms
Seminar on Clerical Development Course
Training for Optimum Productivity

Volunteerism

	Parent Teacher Association Board (School)
	Secretary
	2014 – 2015

	Parent Teacher Association Board (School)
	Committee on Election
	2012 – 2014

	Day Care Center
	Chairman
	2014 – 2015


