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OBJECTIVES: To seek any position in which my education and experience will be utilized.  My diligence and eagerness to learn would fairly contribute in the present high quality of your good company. 
PROFILE STATEMENT:

An experienced secretary with a proven track record of successfully managing simultaneous projects and meeting deadlines consistently and accurately. A strong administrative background coupled with excellent computer skills facilitates the provision of complete secretarial support. A self-motivated worker who is able to communicate effectively at all levels.
SPECIAL SKILLS:
Technology

• Proficient with Microsoft Word, Excel, and Power Point 
• Popular computer software

• Typing Speed: 50 WPM
• Quick learner of new software applications.

Interpersonal

• Ability to work independently;Accomplish work responsibilities with minimum supervision    

   and on time
• Knowledge of information and communication management

• Excellent team building and bookkeeping skills

• Detail oriented; able to multi-task; 

• Can work under pressure

• Organize complex clerical tasks

• Flexible and can easily adapt to new environment

Communication

• Preparing and proofreading reports and forms
• Excellent oral and written communication skills

RELEVANT EXPERIENCES:











June 8, 2013 to present

La Union Philippines

· Secretary

· Perform clerical and administrative tasks quickly, drafting letters and documents.

· Prepare papers for consideration and presentation and maintain a high level of confidentiality.

· Organizing and maintaining all legal files kept on-site.

· Performs research for the cases, gathering the necessary documents for trials and submitting paperwork to courthouses.

· Scheduling client appointments, answering calls, and maintaining the firm’s legal research reference.

· Collecting, analyzing information and prepares the cash outflow.

· Scheduling couriers, court reporters, and preparing expense reports.

· Maintains attorney calendar by planning and scheduling conferences, teleconferences, dispositions, and travel; recording and monitoring court appearance dates, pleadings, and filing requirements; monitoring evidence-gathering; anticipating changes in litigation or transaction preparation requirements.
· Maintains office supplies by checking stocks; placing and expediting orders; evaluating new products.
Philippine Statistics Authority





July 20, 2015 – September 20, 2015

San FernandoCity, La Union

· Census Area Supervisor

·  Managerial experience including effectively leading and motivating a team.
·  Excellent organizational skills and the ability to work to deadlines.
·  Excellent written and oral communication skills.
· The ability to understand and effectively pass on detailed instructions and progress reports.
·  A flexible approach to the allocation of resources and dealing with priorities.
· The ability to recognize and develop networks and communicate effectively with various stakeholders such as local authorities, communities and community groups.
· Strong decision making and problem solving skills.
· To assist the census office in the coordination, monitoring and management of the Census field operations.
· Ensuring confidentiality and security of census information at all times.
National Statistics Authority





July 29, 2013- September 21, 2013
San FernandoCity, La Union

· Manual Processor
· Perform of manual editing, data entry, verification of data gathered by the Enumerators.
· Account all forms to be processed.
· Ascertain that the entries in the forms are clear and legible.
· Correct the errors found in the forms for completeness, consistency and acceptability.
· Write the appropriate codes of selected write-in entries.
· Prepare the forms for machine processing.
National Statistics Authority





February 25- April 21, 2013

San FernandoCity, La Union

· Team Supervisor

· To ensure the smooth progress of the census by taking decisions in consultation with the census office regarding the reassignment of enumerators in collaboration with the assigned Census Supervisor after the census office has made initial assignments. 
· To meet regularly with Census Supervisors during the enumeration process to determine and respond to their needs in a prompt and efficient manner, ensuring that issues which may impede the progress of the census are expeditiously dealt with. 
· To monitor the progress made by Census Supervisors and their assigned Enumerators through the review of supervisor control forms and enumerator transmittal forms and thereby assist the Census Office in the replacement or with due cause firing of enumerators. 
·  To spot check submitted questionnaires, visitation records, and institutional questionnaires for completeness and quality assurance and where necessary to bring to the attention of the census supervisor issues which may enhance the quality of his/her output. 
National Statistics Authority





September 24, 2012- October 12, 2012
San FernandoCity, La Union

· Field Interviewer
· Deals with different kinds of people.
· Gather data or information about their lives. 
Texas Instrument Philippines Inc.,




June 29, 2009 – April 15, 2011
Loakan Road, Baguio City

· Production Specialist

· Operates different kinds of machines.

· Test different kinds of IC’s (integrated circuits).

Texas Instrument Philippines Inc.,




June 5– November 5, 2006
Loakan Road, Baguio City

· IC Assembler (Apprentice)

· Operates different kinds of machines.

· Test different kinds of IC’s (integrated circuits).
DonMarianoMarcosMemorialStateUniversity- South La Union Campus
February 8, 2005- March 31, 2005

Agoo, La Union

· Office Aide

· Screen telephone calls.

· Organize and coordinate meetings, conferences, travel arrangements.

· Prepare and manage correspondence, reports and documents.

· Maintain record of all incoming and outgoing couriers.

· Maintain record of employees’.

· Implement and maintain office systems, maintain schedules and calendars.

· Arrange and confirm appointments, organize internal and external events.

· Handle incoming mail and other material, set up and maintain filing systems.

· Operate office equipment and manage office space.

· Handle clients’ queries & redress their grievances.
EDUCATIONAL BACKGROUND:

 

GRADUATE STUDIES


DonMarianoMarcosMemorialStateUniversity – Open University System 

Degree Course

: CERTIFICATE IN TEACHING

  Units Earned
: 24 Units

Year Graduated

: March 27, 2015

TERTIARY EDUCATION:

AMAComputerCollege

2001-2005

COURSE

: BACHELOR IN SCIENCE IN COMPUTER SCIENCE

SECONDARY EDUCATION:          

Notre Dame Institute

1997-2001

 

ELEMENTARY EDUCATION:

AringayCentralElementary School                                  

1991-1997

ON-THE-JOB TRAINING:

Department of Tourism – Region I

City of San Fernando, La Union

July 5-Aug. 17, 2000

120 hours
SEMINARS AND TRAININGS:
2015 Census on Population

Philippine Statistics Authority

July 20 -25, 2015

2012 RSBSA Manual Processing
National Statistics Authority
July 22-26, 2013
PCOS Technician
Commission on Election
April 2-3, 2013
2012 Census on Agriculture and Fisheries

National Statistics Authority
February 11-16, 2013
2012 RSBSA Training Enumeration

National Statistics Authority
September 17-20, 2012

Computer Literacy Training on Microsoft Word

DonMarianoMarcosMemorialStateUniversity – South La Union Campus

February 7-11, 2005

Computer Literacy Training on Microsoft Excel

DonMarianoMarcosMemorialStateUniversity – South La Union Campus

February 14-18, 2005

Computer Literacy Training on Microsoft PowerPoint

DonMarianoMarcosMemorialStateUniversity – South La Union Campus

February 21-25, 2005

CAREER SERVICE (BOARD/BAR)

Licensure Examination for Teachers (LET) in Secondary Level Major in T.L.E. at Baguio City last March 2015
PERSONAL DATA:
Birth Date

: November 7, 1984

Civil Status

: Married      

Age


: 31 years old

Weight


: 50 kgs.

Height


: 5’4”              



Religion

: Roman Catholic

Nationality

: Filipino   

I hereby certify that the above information about me is true and genuine to the best of my knowledge and belief.
 MS. MARIA 

MS. MARIA / CV NO: 1766988
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