[image: image1.png]XGulfjobseeker.com

Helping you to search bestjobs & talent since 2002!



    LYRIZE 

[image: image2.jpg]


  OBJECTIVES

Given a chance to work with your organization, I would like to see to it that my professional skills, in coherence with my personnel management skills are being employed in the best way. I would like to utilize my educational qualifications, along with my experience in the relative field to perform my duties to the best of efficiency.
Academic background

Tertiary

:
Batangas State University





Lemery, Batangas





Bachelor of Science in Business Administration





Major in Financial Management





2011-2012 Graduate

Vocational

:
Our Lady of Guadalupe College





Boni, Mandaluyong City





6 Months Caregiver


Secondary

:
Taal National High School





Taal, Batangas





2004-2005


Elementary
:
Lemery Pilot Elementary School





Lemery, Batangas





2000-2001
  Working experience
· of Company

Ground Floor Bldg. C, Phoenix Sun Business Park, Libis, Quezon City

Collection  and Documentation Asst.

March 2013 – Present

· In-charge for collection (receiving payments)

· In-charge for monitoring and sending monthly report Official and Provisional receipts & commission checks released
· Filing of duplicate receipts, cash & check vouchers
· Daily Bank Balance report
· Daily Collection Report
· Releasing of Agent's commission and incentives
· In-charge for reminding/follow up (clients) for delinquent accounts
· Assisting the clients inquiries regarding their accounts (payments, delayed, past due & outstanding balances)
· Proper recording and dispatching of all incoming legal contracts and letters from the Head Office
· In-charge of scanning/e-mailing to Head Office all requests of the Buyers/ Agents and other correspondences.
· Proper documentation of buyers requirements for housing loan.
· Requisition of office supplies.
· V- The Villas Group of Company

Ground Floor Bldg. C, Phoenix Sun Business Park, Libis, Quezon City

Property Management Staff

August 2012 – February 2013

· National Reinsurance Corporation of the Philippines (NRCP)


18th flr. Phil. Axa Life Centre, Sen.Gil Puyat Ave.Corner, Tinadlo Street, Makati City


On the Job Training

2011-2012
· Rural bank of San Antonio ((RBSA)


Muzon San Luis, Batangas


On the Job Training 


2012
· EPSON Precision (Philippines) Inc. Lipa Plant


SEPZ, Lima Technology Center, Lipa City, Batangas


Motor Assembler

2007
· Victor R. Potenciano Medical Center (VRPMC)


Boni EDSA Mandaluyong, City


On the Job Training


Caregiver

2006

Seminars attended 
· 4th CONFERENCE OF ASPIRING MARKETING PROFESSIONALS

The Forum, Philippine International Convention Center


CCP Complex, Roxas Boulevard, Pasay City, Philippines


February 06, 2009
· WARKETING UNLIMITED CONFERENCE
Batangas State University

Gov. Pablo Borbon Campus 1, Batangas City

September 17, 2009
 STRENGHT & CAPABILITIES


· With 3 years experience as Collection & Documentation asst. 

· Capable in both English and Filipino Languages  

· Advance Computer Literate (Familiar with Excel,Word, Powerpoint, Basic adobe Photoshop, MS Publisher,)
· Willing to undergo training & can work under pressure       

· Punctual, patient, honest & trustworthy

· Hardworking & result-oriented


· Persevering, determined and self-reliant
· Has great sense of responsibility

 Personal background

Age


:
27 years old


Sex


:
Female

Date of Birth

:
July 20, 1988

Place of Birth

:
Lemery, Batangas

Height


:
5’2

Weight


:
45 kg

Civil Status

:
Single

Religion

:
Catholic

Nationality

:
Filipino

Language/Dialect
:
Tagalog, English
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