JANE 
  Al Falah Street, Abu Dhabi, U.A.E.
C A R E E R    O B J E C T I V E

To apply for a position with an organization that will utilize my education, experience, passion and administrative skills to benefit mutual growth and success.

SKILLS AND COMPETENCIES
· Knowledgeable in Computer software applications – Microsoft Office.
· Very good communication skill in English both writing and speaking. 
· Ability to work under pressure.
PROFESSIONAL  EXPERIENCE
· ADMINISTRATIVE AIDE/SUPPLY OFFICE 

March, 2012 – October  2015
Caraga State University




Cabadbaran City, Agusan Del Norte, 








Philippines

Job Responsibilities:


· Prepares canvass of supplies requested and prepares technical evaluation.
· Prepares monthly report of supplies received and issued.
· Receives materials requested by the Department.
· Assists the cashier during peak seasons (enrolment).
· Assists the participants and the trainers during the DepEd Grade 10 Mass Training.
· Office Secretary at the Purchasing Office   
· OFFICE CLERK 





October 2011 – March 2012

City Civil Registry





Cabadbaran City, Agusan Del Norte, 
Philippines
Job Responsibilities:
· Receives requests for registration of birth and death certificates.
· Provides assistance to requests for NSO attested documents.
· Maintains records of abovementioned documents.
· SALES in RETAIL  EXPERIENCE 


SINCE HIGH SCHOOL UNTIL 2010
        Parents Business 




Cabadbaran City Agusan del Norte

Job Responsibilities:

· Entertain the incoming Costumer  and assist want they need
· Do the Cashiering 

· Help to Purchase Goods from our Supplier
EDUCATIONAL  ATTAINMENT
· NORTHERN MINDANAO COLLEGES INC.

Degree : 
Associate in Information


Cabadbaran, Agusan del Norte 



Technology
Philippines      




Graduated:
April 2012
· Fr. Saturnino Urios University

Degree :   
Bachelor of Science in
Butuan City






Nursing


Philippines






2002-2005 (Undergraduate)
· CANDELARIA INSTITUTE 



Degree :   
Secondary Education

Cabadbaran, Agusan del Norte 

Graduated: 
March 2002
Philippines 





SEMINARS/TRAININGS/WORKSHOP ATTENDED

· Seminar on letters of credit and bank guarantees

April 15, 2016

Kingsgate Hotel, Tourist Club, Abu Dhabi, United Arab Emirates
· Strategic Plan 2015 Workshop and GAD Focal Point System 
January 7, 2015
Caraga State University, Cabadbaran City, Philippines 

· Orientation on Risk Reduction, Basic Life Support,Fire Suppression and Earthquake Drill 

August 1, 2014

Caraga State University, Cabadbaran City, Philippines

· Enhancing Interpersonal Relationship & Productivity In The        Workplace Through Social & Gender Sensitivity
July 26-28, 2013 

Ferrabrel Resort Mambajao, Camiguin Province, Philippines
· iso 9001: 2008 AWARENESS SEMINAR 

May 27, 2013

Caraga State University, Cabadbaran City, Philippines

· Basic Dressmaking Training -  TESDA Scholarship Program

National Certificate Passer

June 09, 2009, NORMISIST, Cabadbaran City, Philippines
PERSONAL    BACKGROUND

Civil Status

:
Married
Date of Birth

:
November 1, 1985
Job Seeker First Name / CV No: 1713732 
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