
OBJECTIVES   

To work in a competitive and challenging work environment, contributing the best of my abilities towards the growth and development of a progressive company utilizing my interpersonal and academic skills to pursue a challenging and rewarding career.


SKILLS AND ACTIVITIES

· Good English Communication.
· Computer literate - M.S. Word, Excel and Powerpoint
· Strong ability to work with a variety of people
· Ability to work under minimal supervision 
· Hardworking, energetic, and reliable; recognized for assuming additional responsibilities
· Good in telephone skills and customer service
· Have time management and attention to detail
EDUCATIONAL BACKGROUND    
2010 - 2014
Trinity University of Asia

Bachelor of Science in Business Administration


Major in Marketing Management


WORKING EXPERIENCES

Company: Engineering Department Quezon City Hall 

Position: Administrative Assistant/Receptionist
Date of Employment: May 2014 to January 2016
· Answer and direct phone calls

· Managing and distributing information within an office
· Assisting the Administrative Manager
· Organize and schedule meetings and appointments
· Produce and distribute correspondence memos, letters, faxes and forms

· Typing files, encoding, editing files, scanning and proofhead documents

· Laison Work 
Company: Service Solution Multi-purpose Cooperative
Position: Promodiser/Marketing Administrator
Date of Employment: March 2013- August 2013
· Receiving and displaying products at various events & Malls

· Co-ordinate with Marketing Department on Free Samples & Promo materials

· Assist in product detailing at various Events & display stands at malls

· Collecting Sales Report from the outlets and submit to Sales & Marketing Team

· Co-ordinate logistic support at Events & Malls

· Inventory Controls of Marketing props 

· Data Base updates of Key contacts at Malls/Event Organizers/ Government officials for licensing related works.
Company: Business Permit Licensing Office Department Quezon City Hall

Position: Office Assistant- On the Job Training 
Date of Employment: January 2013 to January 2014  
· answer phones and transfer to the appropriate staff member

· take and distribute accurate messages

· greet public and clients and direct them to the correct staff member

· receive, sort and distribute incoming mail

· monitor incoming emails and answer or forward as required

· prepare outgoing mail for distribution

· fax, scan and copy documents

· maintain office filing and storage systems

Company: Golden Arches Development Corp. (McDonald’s Corp)
Position: Service Crew/ Cashier (Working student)
Date of Employee: January 2010 to December 2012
· Take Orders
· Preparing food and cooking 
· Cleaning the table
· Guiding the customers and provide good customer service
· Maintains highest level of quality, service and cleanliness in all work assignments. 
· Prepares food products according to approved operating standard procedures. 
· Follows approved operating standard and schedules of cleaning and sanitation of food
preparation area, storage areas, equipments, utensils, and cash handling 
· Works as a cashier/ packer, cook, and / or supply base as assigned by duty manager.

PERSONAL BACKGROUND:

Age:

21 years old 

Nationality:

Filipino
Birthday:
October 16, 1994
Religion:

Roman Catholic
Gender
:
Female 

Status:


Single
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