MORILLO


“I am determined to provide all the administrative support that the team needs. I will use my organizational skills to ensure”

KEY HIGHLIGHTS
1. 3 years of administrative work in the prestigious pharmaceutical company

2. Direct reporting of day to day operations to the manager

3. Executive support of product development and vendor transaction
EMPLOYMENT: 
2013 - 2016 United Laboratories Inc. – Research and Development, Philippines 

Secretary
Responsibilities: 
•Tracking and monitoring of executive’s cost center budget

• Handling all the bills, PO’s, invoices and project expenses

• Placing orders of laboratory equipment, accessories and office

Supplies within the prescribed financial limits

• Greeting visitors and determining whether they should be given access to specific individuals

• Managing inventories of technical and office equipment.

• Reviewing documents (financial and non-financial) for signature of the Executive for its completeness, accuracy, and correctness

• Relaying of messages thru verbal and written communication

Thru its intended recipient within and outside the company

• Materializing of events and meetings concerning the executive

• Monitoring of assigned projects and reports to make sure that they are on track

• Liaising with staﬀ in other department and with external contact

• Meeting individuals, special interest groups, and others on behalf of executives, committees, and managers

• Proper selecting of chemical vendors and office suppliers

• Handling incoming calls, take messages and promote eﬀective inter-office communication

• Booking rooms and conference facilities

On the Job-trainings

2012 - 2013

Department of Education – Human Resource Department, Philippines

Girl Scout of the Philippines Training Center, Tagaytay Philippines

HR Assistant

Responsibilities:

• Assisting the Recruitment Officer in sourcing, selection, documentation, and data management of employees

• Learn and familiarize the day to day administration of policies and programs covering several or all of the following HR Shared Services: compensation, benefits, administration, and HR information

• Learn how to handles employees queries and requests and prepares regular team performance reports
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PERSONAL INFORMATION:





Birth Date:	


June 30, 1993





Nationality:		


Filipino





Civil Status:		


Single





Religion:		


Roman Catholic





Language Spoken/Written:


English, Tagalog





	








EDUCATIONAL BACKGROUND:





TERTIARY


B.Sc. Psychology


Rizal Technological University,


Philippines, 2013





SECONDARY


Pasig City Science High School,Philippines, 2009





PRIMARY


De Casto Elementary School, Philippines, 1999














