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Administrative Staff Or Any Related Available Position
PROFILE OR OBJECTIVE


To be a part of a company where my skills and experience will used and the rigorous responsibilities that comes with the job will initiate me to carry out the task in my outmost ability. A highly organized and friendly professional, able to establish long-term, positive and fun relationship to clients, co-workers and outside resources.
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	EDUCATION
	● 2013: Bachelor of Science in Information Technology (Iloilo City, Philippines)

	
	

	SKILLS & ABILITIES
	● Organize and prioritize workloads to satisfy time

	
	constraints.

	
	● Respond to high volume of telephoneinquirywith

	
	friendliness and professionalism.

	
	● Outstanding work ethic, possesses high level of

	
	integrity-maintains absolute confidentiality.

	
	● Demonstrates ability to act quickly, think clearly

	
	and make decisions under pressure.

	
	● Ability to work under stressful office environment.

	
	● Has the capacity to coach, leads, and manages

	
	successful project teams whose members learn

	
	and grow from the experience.

	
	● Basic computer software/hardware

	
	troubleshooting

	
	● Basic math and accounting skills

	EXPERIENCE
	BRANCH SECRETARY SUNLIFE OF CANADA(PHILS)INC. | ILOILO CITY, PHILIPPINES| MARCH 2015 –

	
	OCTOBER 2015 |

	
	Responsibilities:

	
	▪  provides both clerical and administrative support

	
	▪  screening phone calls, enquiries and requests

	
	▪  making appointments to clients

	
	▪  provides documents branch reports and production reports

	
	▪  arranging travels and accommodation

	
	▪  responsible of accounts and budgets

	
	


PROGRAM ASSISTANT TAYTAY SA KAUSWAGAN, INC | ILOILO CITY, PHILIPPINES| MAY 2013 – MAY 2014 |
Responsibilities:
	
	▪
	handling of clients
	

	
	▪  processing documents for loaning clients

	
	▪
	updating passbook
	

	
	▪
	doing center meetings
	

	
	▪  processing of claims, insurances and savings withdrawal

	LANGUAGES
	English, Hiligaynon, Tagalog
	

	
	
	

	PERSONAL:
	Gender:
	Female

	
	Date of Birth:
	October 6, 1992

	
	Age:
	23

	
	Civil Status:
	Single

	
	Height:
	5' 2'

	
	Weight:
	60 kgs.

	
	Citizenship:
	Filipino

	
	
	Religion:
	Roman Catholic
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