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Maria.272110@2freemail.com 
 
Career Objective:

· To attain a rewarding career with a company that provides job development and satisfaction. To be part of a challenging and at the same time a healthy working environment where my knowledge and skills can be used in achieving the organization goals.
Educational Background:
· 2006 – 2010
Bachelor of Science in Business Administration Major in Marketing Management
Central Philippine University
Iloilo City, Philippines
· 2002 – 2006
High School

Colegio de San Jose
Iloilo City, Philippines
· 1997 – 2002
Elementary
Colegio de San Jose
Iloilo City, Philippines
Working Experience:
· Iloilo Car Corporation

Iloilo City, Philippines

February 2011 – August 2011

Sales Secretary

· Agreeably holds attention of walk-in clients when Sales Agent on-duty is not available.
· Prepares documents to be signed by the customer when purchase is made.

· Assists in document signing when Sales Agent on-duty is not available. 
· Fills in documents with information and details.
· Forwards documents to their respective organizations for registration, chattel mortgage, and insurances.

· Updates clients regarding registration, insurance, and plate.

· Prepares reports to be sent to head office regarding sales.

· Fields telephone calls.

· Initial Efforts

Iloilo City, Philippines

December 2011 – December 2012

Online Content Writer

· Reviews Amazon Reviews content.
· Thoroughly researches product details.

· Rewrites Amazon reviews and supplying missing information regarding the product.

· Philam Life Insurance

Iloilo City, Philippines

January 2013 – June 2013

Financial Adviser

· Studies products offered by Philam Life Insurance.

· Participates in field duties and outbound selling.
· Initial Efforts

Iloilo City, Philippines

July 2013 – December 2013

Virtual Assistant

· Web content writing.
· Utilizes Adobe Photoshop in editing photos.

· Posts photos on websites.

· Performs other duties posted by Office Manager.

· Punta Villa Resort Inc.

Iloilo City, Philippines

January 2014 – January 2016

Administrative Assistant

· Assists General Manager’s duties and responsibilities.

· Fields telephone calls and fills in for reception. 

· Filing and data entry.

· Performs other duties posted by General Manager.

Skills:
· Good background in Accounting

· Proficient in Microsoft Office Suite and Internet
· Fluent in English language

· Strong written and oral communication skills
Seminars:

· Organizing for Managerial Effectiveness

Central Philippine University

September 2006

· Managerial Functions

Central Philippine University

September 2006
· Management of School Personnel

University of San Agustin

August 2012
Accomplishment:

· Passer of Career Service Examination

Paper and Pencil Test, Professional Level

October 21, 2012

References:

· Available upon request.
