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Sarah 


A suitable position in an organization where I can utilize the best of my skills and abilities that fit in my education, skills, and experience. 

SKILLS:

    STAFF

    Shali Microlending Corporation

    February 01, 2012 – March 12, 2015

    Work Description:

	· Depositing cash collection

· Issuing O.R for cash collection

· Preparing Daily Slip Transmittal Receipt/Daily Collection Report

· Petty Cash Replenishment.

· Loan Disbursement

· Checking and verifying personal background of new clients in our company

· Keeping important documents in our unit office. 

· Monitoring daily time record of staff




   PERSONAL SECRETARY (part time)

   Rotary Club Year 2011-2012 (District 3770) of San Jose Del Monte 
   June 2011- December 2011

   Grotto Vista Resort, Gaya-gaya City of San Jose Del Monte Bulacan

   Work Description:

· Preparing Program/Bulletin for weekly meeting

· Record attendance at meetings and report
· Attend the district assembly and the district conference

· Assist Club President as needed 



	





    HIGH SCHOOL DIPLOMA

San Jose Del Monte National Trade School







Fatima V, San Jose Del Monte, Bulacan







April 2007
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OBJECTIVE











Proficient in Microsoft: Word, Excel, Power point


Good communication skills


Ability to maintain filing records and reports


Ability to perform duties as an individual and in team as well


Very energetic result oriented and organized


Extremely hardworking, trustworthy and efficient person


Strong work ethics





WORK HISTORY





Bachelor of Science in Business Administration 


Major in Management


Bulacan State University – Sarmiento Campus


Kaypian, City of San Jose Del Monte, Bulacan


April 2011








   TERTIARY	

















SEMINARS AND TRAININGS











EDUCATIONAL ATTAINMENT














On the Job Training 


National Power Corporation


November 24, 2010 – March 03, 2011


BIR Rd. Quezon Ave. Diliman, Quezon City


Materials Management Services Division





Work Description:


Scanning, Photo Copying, Filing Documents


Microsoft Excels preparations/ Typing (Microsoft Word)


Cleaning and arranging office equipments


Performs other associated duties that superiors  may asked

























































































