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EDUCATIONAL BACKGROUND




Polytechnic University of the Philippines





Masters in Educational Management




Major in Administration and Supervision




June 15, 2010- Dec. 2010




Polytechnic University of the Philippines




Bachelor of Business Teacher Education




Major in Business Technology




March 2004- May 2008




MERITS AND AWARDS



Licensure Examination for Teacher, Passer of September 8, 2008 (77.60 %)


Civil Service Examination, Passer of July 27, 2008 (80.50 %)

111111111



WORK EXPERIENCE

DOCUMENT CONTROLLER

Nov. 20, 2013- January 10, 2016
Jao Builders and Development Corporation, Philippines
· Input data using of spreadsheets, database, word processing and ERP
· Create and maintain a filing system to be able to retrieve records and information.

· Create, sends, and received documents from external organizations, prepares and edits paperwork for contract agreements, minutes of the meeting, Letter correspondence
· Ensures proper document classification, sorting, filing and proper archiving. 

· Performs file backup to ensure proper storage and archiving of electronic registers. 

· Prepares engineering project reports, as may be required.




SALES ASSISTANT (PREMAMAN)




Sept. 1, 2011 –September 25, 2013 (2 years contract)



Liwa Trading Enterprises

DUTIES AND RESPONSIBLITIES:

· Assists customers in locating merchandise and answering a variety of questions concerning general merchandise; demonstrates use of merchandise upon request.
· Monitoring of Deliveries and transfer of stocks.
· Cash Counts and balances cash register and receipts.
· Checks inventory periodically to obtain reorder information to replenish
· Preparing Weekly Action Plan and reports regarding sales.
Sets up promotional displays; makes signs or arranges merchandise on counters or tables to promote sales
OFFICE SECRETARY                   

March 24, 2008- Sept. 5, 2010
     

DUTIES AND RESPONSIBLITIES:

· Endorse applicants to their respective interviewer.

· Answer telephone calls 
· Draft letter and communication
· Act as Receptionist/ Front Desk Clerk for monitoring applicants as well as giving answer to their concern and queries.

· Scheduled qualified applicants for package discussion, medical, written exams.

· Follow-up medical and written exam results.

· Scheduled applicants for their Unit Head Interviews.

· Conduct Background Investigation.

· Encode names of qualified applicants for credit checking and TSC’s approval.

· Monitor Log-sheets

OBJECTIVES





	To seek fulfilling position in a company or institution, where I can best contribute and practice my skills and knowledge that I have learned and experience.





PERSONAL INFORMATION





AGE: 29 years old


STATUS: Married


HEIGHT: 5’4


GENDER: Female


RELIGION: Catholic


BIRTHDAY:  May 20, 1986





SUMMARY OF QUALIFICATION





Computer Literate (MS Word, Excel, PowerPoint, Adobe Photoshop)


Typing Skills (50 GWAM)


Stenography


Customer Oriented


Salesmanship


Clerical and Administrative Work (Filing, recording, editing communication)


Writing Communication


Computer Hardware Troubleshooting





LANGUAGE SPOKEN


English


Arabic


Filipino











