CAREER OBJECTIVE

To work as an Administrative/Executive Assistant in a well-established organization with a learning and supportive environment where I can offer my versatile office management skills, proficiency in Microsoft Office programs, and research skills.
CAREER SUMMARY

My years of experience in administration and research helped me develop my skills in data gathering, analysis, presentation, and office management. I have been involved with various projects in agribusiness, market research, producer organizations, and people organization, which trained me to be versatile, adept, and responsive. I have a good sense of organization, a strong planner, a problem solver, able to manage multiple priorities and meet deadlines without compromising quality. I am a team player with the ability to work independently.
SKILLS

· Computer Literate (Microsoft Windows, Mac OS, MS Office, MS Word, MS Powerpoint, MS Excel, MS Outlook, Adobe Photoshop, iMovie, Windows Movie Maker); tech savvy
· Experience with research and data gathering and internet research

· Has a good experience in community and social events organizing

· Excellent communication and interpersonal skills
· Ability to liaise stakeholder’s discussions and dialogues

· Report and business correspondence writing ability

· Can efficiently and effectively work under pressure in a busy environment with frequent interruptions, changing priorities and tight deadlines

· Hardworking and goal-oriented
PROFESSIONAL EXPERIENCE

Pastors’ Assistant & Researcher | September 2013 to February 2016

Philippines
· Provides full-time assistance to two Pastors and helping other three Pastors’ ad hoc ministry needs

· Provides the pastor with updated daily, weekly, monthly and yearly calendars

· Manage the development, production, and distribution of all forms of church marketing materials (signs and banners, flyers, brochures, logos, etc.) as directed by the Senior Pastor.

· Setup and maintain filing systems as needed to ensure easy access to important information.
· Creates and maintains members’ information spreadsheet/database for accurate and updated directory
· Research, develop, implement, and maintain a resource management tool (book text, magazine and newspaper articles, etc.) in support of sermon development and other church materials and events.

· Research, edit, and distribute sermons, articles, and other written material produced by the Senior Pastor
· Creates powerpoint presentations for sermons and other teaching presentations by church pastors

· Creates video presentations for church events; administrates all computer and clerical works in the church

· Documents church events and monitors the church’s Facebook activity

· Aids in preparation for meetings through the production of documents, handouts, reports, meals, reminders, etc., as requested by the senior pastor
· Executes media function during Sunday service
· Maintains various types of files and databases for the senior pastor and church

· Takes initiative for new and special projects, as requested by the senior pastor

· Organizes materials and other documents needed by the pastors and the church

· Creates and organizes church events for youth and adults

· Make travel arrangements as requested by the senior pastor and other pastors in the church
· Answers phone calls and receives and directs visitors; maintains supplies inventory

· Run company’s errands to banks and other offices
· Perform other duties as assigned by church pastors
Short-Term Research Consultant | January 2013 to May 2013

Technical Education and Skills Development Authority Regional Training Center Philippines
· Assists in organizing the center’s research database

· Aids in making research papers of the center’s trainers
· Prepare or assist in preparation of results for reports, publications and/or presentation

· Perform quality assurance and integration of multiple data streams for research studies

Research Assistant | January 2010 to July 2012

School of Management, University of the Philippines Mindanao, Philippines
· Conduct literature reviews
· Liaise and work with relevant participants and stakeholders

· Participate in, and preparation for, participatory meetings

· Organize and prepare materials for workshops, forum, conferences and trainings

· Facilitates on-field research activities
· Conducts baseline and market survey and interviews

· Collects, encodes and analyzes survey and research data

· Writes research output and reports; summarize project results

· Maintain accurate records of interviews, safeguarding the confidentiality of subjects, as necessary; summarize interviews

· Prepare progress reports for the funding agency
· Prepare other articles, reports, and presentations

· Conducts trainings on enterprise planning, marketing and economic principles
· Facilitates dialogues and price negotiation between farmer’s groups and buyer
Administrative Assistant | July 2009 to December 2009

· Provides general administrative and clerical support including word processing, mailing, creating presentations, and distribution of communications

· Maintains electronic and hard copy filing system; prepares vouchers and other administrative papers
· Prepares books of basic accounting

· Answers phone calls, and receives and directs visitors

· Maintains supplies inventory by checking stock to determine inventory level; anticipating needed supplies; placing and expediting orders for supplies; verifying receipt of supplies.
· Run company’s errands to banks and other offices
· Schedule and coordinate meetings, appointments and travel arrangements for supervisors and colleagues

· Performs other tasks assigned by unit head
EVENTS ORGANIZED/FACILITATED

· 8th Mindanao Vegetable Congress | Philippines, August 2012

· 4th International Symposium on Improving the Performance of Supply Chains in the Transitional Economies Philippines, July 2012
· NGO-GO-LGU Workshop on Enhanced Cluster Marketing Approach | Philippines, June 2012
· 7th Supply Chain Management Forum: Reaping Gains Beyond Research | Philippines, January 2012
· 2nd UP Mindanao Farmers and Partners Learning Alliance | Philippines, July 2011
· 6th UP Mindanao Supply Chain Forum: Collaboration and Linkages | Philippines, February 2011
· 1st UP Mindanao Farmers and Partners Learning Alliance | Philippines, July 2010
· 5th UP Mindanao Supply Chain Forum: Successes and Challenges in Clustering Smallholder Vegetable Producers | Philippines, February 2010
PUBLICATIONS

EDUCATION

· Bachelor of Science in Agribusiness Economics, April 2009 (Graduate)
University of the Philippines Mindanao, Philippines
· Bachelor of Science in Computer Science, Undergraduate
University of the Philippines Mindanao, Philippines

TRAININGS/SEMINARS ATTENDED

1. Secretarial Course | UAE, Ongoing
2. John Maxwell’s EQUIP Million Leaders Mandate Seminar | Philippines, July 2011
3. Building Skills in Scientific Writing for Publication: How to Publish Papers in Scientific and Refereed Journals | Philippines, June 2011
4. MSCFI Orientation and Hands-on Training on a Software for Processing Qualitative Data | Philippines, January 2010
5. Seminar-Workshop on Research Design | Philippines, April 2008
PERSONAL DETAILS
Status: 
Single




Birthdate:
May 28, 1988
Nationality: 
Filipino




Religion:
Christianity
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