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NAOMIE  
	PROFILE 


A highly competent, motivated and enthusiastic administrative staff with experience of working as part of a team in a busy office environment. Well organized and proactive in providing timely, efficient and accurate administrative support to office managers and work colleagues.  Approachable, well presented and able to establish good working relationships with a range of different people.
Currently looking for a suitable position with a reputable and ambitious company.

	EDUCATION


University of the Immaculate Conception


1996 - 2000
Bachelor of Science in Accountancy




Holy Cross College of Calinan



1992- 1996




Calinan Central Elementary School



1986- 1992
	EXPERIENCE


Corporation


Jan. 2010 – Mar. 2015 (5.2 years)

Administrative Staff
· Meeting or handling clients/visitors at the office.
· Handling incoming and outgoing calls.
· In charge on office documents/data transmission like: faxing, printing, photocopying, filing and scanning.
· Organizing training schedules for the manufacturing crew and making training calendar for the whole year.
· Monitoring inventory, office stock and ordering supplies as necessary.
· Updating & maintain the holiday, absence and training records of staff.
· Working as part of a team and supporting the office manager.

· Responsible for the day-to-day task and administrative duties of the office.

Classique Herbs Corporation


Nov. 2007 – Dec. 2009 (2.1 years)
Networker
· Seeks out anddevelops relationships with various ReferralSources.
· Establishes a Networking plan and actively uses it as a working tool, which is revisited as requested / needed.

· Visits existing referral sources to maintain and grow partner relationships.

· Updates prospects, clients and referral sources database for contact / and or mailing lists.

Servhirnet Computer Services


Sep. 2002 – Sep. 2007 (5 years)
Owner/ Manager
· Handled Financial matter (billings, purchasing and expenses).

· Handled customer’s call or inquiry for computer repair or setup.

· Provide basic computer supports to costumers (email account creation, MS word).
· Provide basic ideas to customers related on their school projects.
Purefoods Corporation 



Oct. 2000 – Mar. 2001 (6 months)
Production Control Clerk

· Generates work orders, compiles and records production data for program management to compare records and reports on volume of production, consumption of material, quality control, and other aspects of production.
· Perform other qualified duties as assigned.

Landbank of the Philippines


Mar 1999 - May 1999 (3 months)
Accounting Assistant (On the Job Training / OJT)
· Calculating and checking to make sure payments, amounts and records are correct.

· Handling clerical tasks such as typing, filing and making phone calls.
	SKILLS


Computing Skills

· Microsoft  Word

· Microsoft  Excel

· PowerPoint
Personal Skills
· Loyal and dedicated with an excellent work record.

· Resourceful team player who excels at building trusting relationships with customers and colleagues.
· Productive worker with solid work ethic who exerts optimal effort in successfully completing tasks.
· Proven relationship-builder with unsurpassed interpersonal skills.
· Energetic performer consistently cited for uncontrolled passion for work, sunny disposition, and upbeat, positive attitude.
· Confident and hard- working who is committed to achieving excellence.
· Enthusiastic, knowledge-hungry learner and eager to meet challenges.
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