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DONNA 

OBJECTIVE
To work in a company where my knowledge, training and experience will be put to use.

PERSONAL INFORMATION
Date of Birth:August 6, 1981


Place of Birth:Hilongos, Leyte
Age:34





Religion:Roman Catholic
Nickname:Donna



            Gender:Female
Civil Status:Single



            Desired Position:Office Clerk

EDUCATIONAL ATTAINMENT
Tertiary Education
Saint Joseph College
Bachelor of Science in Commerce Major in Management
Maasin City, Southern Leyte, Philippines
2000-2009
Secondary Education
Cebu Institute of Technology
Cebu City, Philippines
1994-1998
Elementary Education
Salazar Institute of Technology
Cebu City, Philippines
1988-1994

WORK EXPERIENCE
On the Job Training

LAND BANK OF THE PHILS.

Print reports, encod
Jan-March 2009

Maasin City, So. Leyte, Phils.

Deposit slips and 







         


   Bank checks
LOANS ASST.


RURAL BANK OF HINDANG

Process loan 
Dec.2010-2011

Hindang, Leyte, Phils.


applications
FILING CLERK







Keeping files and 
Dec.2011-2013

Hindang, Leyte, Phils.


Organize document

SKILLS AND TRAINING
*Computer literate and types fast
*Skills Training/Retooling on:
3.1 Basic Computer Operations System Training
*Clerical Works and Office Practice On Job Training
Philippine Overseas Labor Office
Dubai, UAE
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