AYESSA 
Civil Status:   Single          Nationality: Filipino

Birth Date:     April 05, 1992
PROFESSIONAL SUMMARY 

Responsible in performing clerical and administrative duties in an office setting, such as typing, sorting and sending mails, printing, photocopying, faxing  and filing of important documents. Conducts basic customer service functions, answering phones, greeting clients, interact well with internal and external customers. Flexible in doing all around task that may be assigned to or as directed.
WORK EXPERIENCE
FUTURE ARTS BROADCAST TRADING (April 2014 - November 30, 2014)
Receptionist cum Secretary

Duties and Responsibility
· Maintain neat, tidy and pleasant appearance of the reception area
· Performed basic customer service functions, greet guest, customers and office personnel’s, interact well with internal and external customers. 
· Perform clerical work such as typing, printing, copying, and faxing of documents.
· Answered, screened and directed inbound phone calls in a polite manner
· Took verbal and written messages and transmitted them to exact person/destination.
· Accept letters and packages delivered to appropriate persons.
· Performed all around task that may be assigned to or as directed by supervisors
· Handled delicate situations, such as – customer demands, special needs and complaints.
· Respond to customers for product request and enquiries, sending quotations for bulk orders.
· Received payments from customers in the form of cash or checks, validate transactions and issue receipts/ Invoices.

· Placing orders, requisitions and coordinates with the suppliers for products shipments.
· Received pre-ordered items by courier, making verifications, acknowledgements and follow up orders if necessary from the suppliers.
MARY THE QUEEN SCHOOL OF MALOLOS (May 15, 2013 to March 31, 2014)
Guidance Office Clerk

Duties and Responsibility

· Provide assistance to all personnel, employees and student.
· Helps to administer all counseling activities and provide feedback to all staff and parents.
· Handle incoming and outgoing mail. 
· Receive and assist visitors. 
· Answer and relay telephone calls/messages and schedule appointments when staff members are away from the area.
· Helps in preparing schedule for students and monitor progress·  
· Stocks supplies in the Human Resources office.
· Type letters, memos, reports, etc. from longhand and rough copy
· Assist students and parents with initial registration procedures.
· Perform other duties as assigned by immediate supervisor.
COLLEGE OF ARTS AND FINE ARTS LIBRARY (June 2010 – March 2013)
  Student Assistant
Duties and Responsibility

· Assist students in the use of online  educational materials
· Making reports and related documentations for inventory  purposes 
· Sorting out old and obsolete books for disposals.

· Filing documents and materials needed for evaluation.
· Assist & support all the need of the library users.

· Responsible for keeping library clean and making sure that all books were put back in their respective places.

· Assist students in finding research material needed for school projects.

· Maintained communication with teachers and administrators in terms of updating them on any library issues or needs

· Maintained the log of books that were checked out by students.

SEMINARS/ TRAININGS ATTENDED
March 3, 2012

            Career Management & Behavioral-Based Structured 
Feb. 2013 – March. 2013
Industrial Setting (150 hours)




             Mighty Coporation

                                                  #55 Tikay, City of Malolos, Bulacan

Dec. 2012 – Jan. 2013
            Educational Setting (150 hours)





Philippines
Nov. 2012 – Dec. 2012
            Clinical Setting (200 hours)





Clinic of the Holy Spirit





No. 4 Los Angeles Street, Cubao, Quezon City

EDUCATIONAL BACKGROUND:

Tertiary
2009– 2013

-
Bachelor of Science in Psychology

Graduate

            Bulacan State University City of Malolos, Bulacan

Secondary                                               


2005 – 2009

-
Marcelo H. del Pilar National High School

                                                          City of Malolos, Bulacan

SKILLS/ STRENGTHS AND ABILITIES: 

Proficiency in Microsoft (Word, Excel, Power Point)Internet.

Artistic skills both in manual and computer

Flexible and can perform other duties as assigned

Has aptitude to receive telephone inquiries in a tactful and helpful manner 

Can work on a team environment

Has sense of responsibility and hard working

Self motivated with confidence & commitment
Excellent organizational and time-management skills.
 Multi-tasking and prioritizing workload
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