Objective:  

· To render my service in your company with all my passion and dedication of work. 

· The willingness to be train, to learn and to develop my skills through the job experience
· Challenging with a fast growing company that gives me an opportunity to show off my potentials and special skills.
· And to find a dynamic organization that would enhance my skills and credibility in order to contribute to the company.

Traits and attitude:
          

Have a good sense of urgency, willing to work in any 
Environment; dynamic and hardworking; willing to be trained, to meet company’s standard; Passion for excellence and goal oriented.

 Skills:  Ms Words, Excel, PowerPoint, Typing, Bookkeeping, Dubbing, Editing, Tutoring,  graphic Design, Autcad, Sketch up,phography, photo editing, adobe illustrator or layouting magazine etc.
Other affiliation:  

Face career (active members)
WORKING EXPERIENCES
Nanny/housemaid 
UAE
2012-2016

ADESCO (Advance Engineering System Company)
Electra St. Abu Dhabi 
United Arab Emirates
Receptionist Nov. 2007-2008)

Duties and Responsibilities
· Receiving all the phone call/ relays information or transfers calls to appropriate individuals.
· Send inquiries to our suppliers abroad.
· Sending e-mail and answering the issues in email 

· Filing documents/keeping diary
· Assisting managing Director.

· Greets visitors, answers their questions and/or directs them to appropriate individuals.
· Preparing the materials to be send to the factory staff

· Ensures that there are entire Office Supplies, Stationeries and all other Requirements for the Legal Department to provide for the Manager and his subordinates in any given time.
· Notifies participants of scheduled date and time of meetings to facilitate attendance.

· Prepares all the documents needed during meetings and other PCTA activities.
· Composes routine correspondence.
· Performs other duties assigned from time to time
United Bookkeeping and Allied Services

Philippines
Clerk (Sep.2006-May 2007)

Duties and Responsibilities
· Responsible for all the paper works

· Dealing  with clients 

· Answering phone calls and listing down some important matters

· Assisting my superiors. 

Abante Newspaper Publication 

Philippines
On the trainee (Nov.22-Dec.29 2005)

Duties and Responsibilities
· Always get the police report in the area assign, like crime in the street, accident, social news etc.
Swagman Hotel & Restaurant 

Philippines
Secretary (June 2003- Jan. 2004)

Duties and Responsibilities
· Responsible for the paper works
· Arranging the files of the clients  
· Answering phone calls and take down some important matter
· Encoding and saving  the files in computer
· Making Monthly Reports 

Vemizon Merchandise
Philippines
Salesclerk / Cashier (Sep.2001-Feb 2002)

Duties and Responsibilities
· Assisting  the costumers 

· Sales inventory every end of the month 

· Merchandizing stocks 

· Always report to the owner/manager what is happening in the shop 

· Making daily sales report 

· Build and maintain good working relation with colleague

· Maintaining the cleanliness and orderliness of the shop
On-Call House Tutoring 
Mathematics (1996-2003)

For Kinder Garden to Grade Four Students 
Barrio Fiesta Nangunguna sa Pagkaing Pilipino

Waitress (Nov.10, 1996-October, 1998)

Duties and Responsibilities
· Arrange and prepare table setting for the costumer

· Assist costumer needs and requests

· Taking costumer order and serve in a proper manner

· Maintain cleanliness in the area for satisfaction 

· Assist co-workers in costumer service

EDUCATIONAL ATTIANMENT
University of Rizal System Philippines
BACHELOR of ART in Mass Communication
Major in Journalism Year 2006
PERSONAL INFORMATION

Birth Date                               October 22, 1977
Civil Status                             Single

Gender



Female

Nationality


Filipino

Languages Spoken                  Tagalog, English  
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