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Dean’s Secretary- June 2010 to January 2016
College of Information and Communications Technology

University of Batangas, , Philippines

· Acted as the primary point of contact on any matter pertaining to the Office

· Carried out various secretarial, clerical and administrative duties in the Dean’s office

· Managed the flow of administrative paperwork includes logging and tracking records, such as student grades, absences and staff vacation requests
· Prepared and distributed memos, correspondence, and other forms of communication related to school activities. 
· Organized and maintained database filing system of all records

· Managed all the schedules and appointments of the College Dean
· Prepared requisitions of the office and keys in procurement items for approval
· Ensured total client satisfaction by personally managing customers requiring special handling
Part-time Computer Instructor- January  2015- January 2016

United Educational Program Corporation
· Taught computer topics specifically MS office to out of school youth
Registrar’s Office Staff- May 2009 to May 2010
University of Batangas, Philippines

· Acted as the Document Controller for ISO 9001:2008

· Followed policies and procedures that ensures the students and class record data is entered, processed and stored property both internally and externally  

· Provided reports and other forms for the Collegiate Department, High School

Department, and Juris Doctor
· Ensured the security  and accuracy of all academic records of current and former students

· Ensured total client satisfaction by personally managing customers requiring special handling
Student Assistant- May 2004- May 2009
University of Batangas, , Philippines

· Handled and responded to students’ inquiry

· Maintained and managed students files in an organized manner

· Performed administrative duties relating to students program
· Ensured total client satisfaction by personally managing customers requiring special handling

Masters Degree

University of Batangas, , Philippines




Masters in Business Management  

Major in Business Administration 

May 2014

Tertiary  


University of Batangas, Philippines
Bachelor of Science in Commerce 

Major in Business Management 

May 2009

Secondary  


University of Batangas, Philippines
                            

March 2004

Primary  


San Pablo Colleges, Philippines
                                

March 1999


Job Experience

National Certification II in Food and Beverages Service 

Technical Education and Skills Development Authority

2015

Microsoft Office Specialist (Ms Word)

Microsoft

2010



DATE OF BIRTH


: November 25, 1986
AGE




: 29
         

MARITAL STATUS


: Single

        

LANGUAGE OR DIALECT
SPOKEN AND WRITTEN

: English and Tagalog

SPECIAL SKILLS


: Computer Literate

         
 
IT Skills (MS Word), Customer Relation Skills, Excellent Time Management, People Oriented, Reliable, Organized, Flexible, Efficient, Attentive


Dr. Aurora P. Tolentino

Director, Information Technology Center
Dean, College of Information and Communications Technology

University of Batangas
Batangas City, Philippines 

Mr. Alex A. Ramos

Vice President for Administration

University of Batangas

Batangas City, Philippines 

I hereby certify that the above information’s are true and correct to the best of my knowledge and beliefs.

          ____________________

     Aileen A. Santos
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