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JANE 
OBJECTIVE
Dedicated, motivated and hardworking marketing management graduate with proven leadership and organizational skills seeking to apply my abilities to the position needed in your company.
SKILLS

· Hardworking




•  Pro-active, innovative

· Highly self-motivated and result-oriented
•  Able to work under pressure, open-minded
· Customers-oriented, Service-minded

•  Computer Literate

· Strong leadership and good negotiation skills
•  Honest, flexible and reliable
WORK EXPERIENCES:
L. Bayugo Dental Clinic

Bangued,Abra Philippines

December 2012 to May 2016

Position :Secretary cum Dental Assistant
Job Responsibilities
· Accommodating/Scheduling walk – in patients.

· Follows-up meetings and appointments of the Dentist

· Attending phone inquiries.
· Safekeeping clinic records and files.

· Receiving checks and payments, Issuing Official Receipt and Service Charge Slip.
· Checks email on a daily basis and response on their inquiries
· Coordinate and facilitate calendar to arrange appointments of the customers.
· Provides assistance in the preparation of materials and instruments needed by the Dentist during the procedures

· Maintain proper patient treatment records.

· Give pre-post-operative instructions- within the limits designated by the dentist.

· Provide oral hygiene instructions to the patient.

· Performs all duties of a sterilizer when deemed necessary.
Abra Valley Colleges

Abra, Philippines

June 2011 to November 2012

Position: Secretary

Job Responsibilities
· Receiving and handling telephone enquiries, dealing with queries and providing general information about the school.
· Greeting visitors at reception and issuing name badges 
· Preparing, producing, copying and distributing letters, reports, newsletter
· Typing letters, reports and other documents 
· Dealing with incoming and outgoing post and emails 
· Arranging appointments and maintaining diaries;
· Acting as first point of contact for visitors and creating a pleasant reception area;
· Maintaining students, staff and keeping all records

· Help in compiling documents.
· Prepare Pay-roll for the Employees.
· Keeping clerical and computerized records of Students and staff 
· Ordering equipment and stationery.
City Municipality Office

Abra, Philippines

March 2009 to April 201
Position: Secretary 

Job Responsibilities
· Receive, direct and relay telephone messages.
· Pick up and deliver the mail
· Maintain the general filing system and file all correspondence
· Maintain an adequate inventory of office supplies

· Respond to public inquiries

· Provide word-processing and secretarial support

· Maintain and update documents such as tax declaration of lands
· Perform general office duties such as distributing or filing official forms, scheduling appointments, provide assessment information and provide basic research assistance.
Prudentialife Plans Inc

Makati City Philippines

February 2007 to August 2007

Position :Assestment Clerk
Job Responsibilities

· Attend meetings, seminars and programs to learn about new products and services.
· Re-assessment of letters: Pension, Education and Death plans.Monitor insurance claims to ensure they are settled equitably for both the client and the insurer. 
· Perform administrative tasks, such as maintaining records.
EDUCATIONAL BACKGROUND

Bachelor of Science Commerce Major in Management
University of Baguio

Baguio City, Philippines
Year 2006
PERSONAL INFORMATION
Date of Birth

:
February 5, 2084
Age


:
32
Citizenship

:
Filipino

Visa Status

:
Visit Visa

I hereby certify to the correctness of the above written information to the best of my knowledge, skills and ability.

Jane 
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