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Profile and Objective
To obtain a suitable position related to my experience  in a reputed  company that would help me professionally, Thus enhancing my skills, knowledge and potentials which I could contribute in return  to the betterment of the company and myself as well.


AcademicQualificatioN

Professional Experience & Significant Achievements




Bachelor of Science in Information Technology (BSIT)
Major in Computer Science

Cagayan State University

April 2010
Undergone a 324 - Hour On-the-Job-Training (OJT) in the 

Cagayan State University (Guidance Office)

Tuguegarao,Cagayan


	 Receptionist / Secretary
	2014 - 2016


Responsibilities:
· Answers incoming telephone calls and forward calls to appropriate person.

· Responsible for receiving, circulating and recording all incoming and outgoing faxes, emails and hand deliveries

· Classifies, sorts, files and retrieve correspondence, records and other site documents as requested.

· Organizing and keeping well-organized files and ensure confidential information and documents are handled with complete discretion.

· Ensuring sequential numbering system in each and every outgoing correspondence.

· Ensure all correspondences reach proper department.

· Typing letters, internal memos and various correspondences, etc.

· In - charge in calculating Petty Cash for all Site.

· Make sure the materials are delivered to the concerned person or projects

· Orders, receives, and maintains office stationary stocks.

· Preparing Daily Manpower Report.

· Ensuring quality formats being used for correspondences & submittals.

· Editing photos if needed. 
	Monalisa Palace Trading L.L.C - Sales lady/ Cashier
	2012 - 2014




OTHER 

DISTINGUISHED 

SKILLS


PERSONAL AND 
OTHER DETAILS



· Handling  phone calls, receiving cash, and cards transactions 

· Maintains appropriate inventories

· Assists and attends to the needs of the customer

· Promote the products

· Invoice/records all the incoming and outgoing goods

· Putting /checking the label of the products before they are displayed.

· Prepare stocks for proper display.

	KIMBERLIN ENTERPRISES - Office Staff
	2010 - 2011


Responsibilities:
· Checking and inspecting goods received and ensuring they are of accurate quantity, type, and also acceptable quality.

· Checking the products before they are dispatched.

· Accurately updating all data into computer and manual recording systems.

· Arrangement and filing of documents

· Inventorying the stocks in vehicles and warehouses.

· Handling all the files of the sales, stocks, and damaged items.

· Encoding the daily and monthly sales.

· Computer skills include Microsoft Word, Excel, PowerPoint, Photoshop and Explore in Internet.

· Hard worker, quick learner, and ability to assume responsibility.

· Willing to learn more knowledge of expansion of the personal experiences.


Nationality

: Filipino


Gender
: Female



Date of Birth
: September 30, 1989
Civil Status
: Single




Type of Visa 
: Employment
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