











OBJECTIVE
:
To share my ability, skills and knowledge and to be a part of fast -
growing company which offers continues opportunity for an 
excellent career development
WORK EXPERIENCE
:
1.     Company
:
 
         Position
:
Secretary of the General Manager

         Address
:
 Philippines
       Probationary
: 
October 1, 2007 to September 30, 2009
         Permanent
:
October 1, 2009 to Present

Job Description:
· Assists the General Manager in preparation of documents and other materials for presentation to Board of Directors’ meeting.
· Prepares and accomplish travel requests of the General Manager.

· Prepares/issues Office Order to employees.

· Performs bank transactions.

· Custodian of the Districts’ highly classified documents.

· Acts as Secretariat during Board Meetings, Committee Meetings, General Assembly Meetings, Staff Meetings and Public Hearings.
· Transcribes minutes of meetings and distribute copies to all concern.

· Assigns company ID  of newly hired personnel.

· Records and files incoming and outgoing correspondence.

· Answers telephone calls, performs facsimile, photocopying and scanning transactions.

· Handles and monitors email account of the District and the official email account of the Office of the General Manager.

· Issues/distributes Performance Evaluation Sheets to permanent employees.

· Schedules request of appointments/meetings with the General Manager.

· Schedules final interviews of applicants, oath takings of promoted and newly hired permanent employees, contract signings and other meetings.

· Determines and establish office procedures and carries out general office administration duties from time to time.
· Greets visitors, ascertain nature of business and direct visitors to employer or appropriate person.

· Compiles data, statistics and other information and conducts research through internets.

· Supervises trainees and contractual employees assigned at the Office of the General Manager.
· Prepares draft transmittal and correspondence to various people and outside agencies for GM’s perusal and signature
· Set up and maintains manual and computerized information filing systems.

· Maintains office supplies inventory by checking stock to determine inventory level; anticipating needed supplies; placing orders for supplies and verifying receipt of supplies
· Prepares food, snacks, refreshments, etc. for GM and his visitors.
· Coordinate with the company’s legal counsel and follow up status of cases handled and at times act as representative of the District on court hearings.
· Performs other tasks as may be assigned from time to time. 

2.
Company
:
PRIMO HERMANO SECURITY AGENCY, INC.


Position
:
Finance Officer  


Address
:
Philippines


Period

:
February 4, 2006 to June 30, 2007

Job Description:
· Monitoring of Clients and employees’ accounts.
· Bank transactions.
· Preparation of Statement of Accounts/Billings to clients.
· Issuance of checks with corresponding check vouchers and ledgers.
· Book report.
· Performs other tasks as may be assigned from time to time.
3.
Company
:
GOLDEN VALUE SECURITY AGENCY, INC.


Position
:
Budget and Finance Controller


Address
:
Philippines


Period

:
April 6, 1996 to December 15, 2005

Job Description:
· In charge in preparation of all sorts of correspondence, contracts  and memorandums.
· Performs bank transactions.
· In charge in preparation of communications, reports, memorandums, issuances of guidelines pertaining to work activities.
· Book report.
· Contract of agreements.
· Memorandum to security personnel with violations, warnings and suspensions.
· Accompanies superiors in meeting with Clients and other prospective clients in relation to services offered by the Agency.
4.
Company
:
EPG TRADING


Position
:
Sales Clerk


Address
:
Philippines


Period

:
December 15, 1992 to May 10, 1995

Job Description:
· Records daily sales for daily income monitoring.
· Issues check with corresponding check vouchers and ledgers.
· Receives/checks delivery of stock.
· Responsible for request slip for out of stock items.
· Assists in accommodating customers and suppliers as they come.
· Prepares, key in, edit and proofread correspondence, invoices, brochures, reports and related materials from shorthand and handwritten copy using computers.
· Open and distribute incoming regular and electronic main and other material and coordinate the flow of information internally.
· Order office supplies and maintain inventory.
· Answers telephone calls and electronic enquiries.
· Set up and maintain manual and computerized information filing systems.
· Determine and establish office procedures.
· Greet visitors, ascertain nature of business and direct visitors to employer or appropriate person.
· Compiles data, statistics and other information and conducts research.
· Supervises trainees in store procedures.
TRAININGS/SEMINARS ATTENDED:
1.
DISTANCE LEARNING PROGRAM


Conducted by the Civil Service Commission


Theme:    Rules of Conduct and Ethical Behavior in the Civil Service 


Venue:     CSC Regional Office No. 4


Date:        March 11, 2010 to April 7, 2010

2.
GOVERNMENT SERVICE INSURANCE SYSTEM


Conducted by the Government Service Insurance Sytem and Silang Water District


Theme  :   Briefing on GSIS Membership Benefits & Privileges


Venue   :   Silang Water District – Annex Building


Date      :   January 30, 2013

3.
PAG-IBIG FUND


Conducted by the PAG-IBIG Fund and Silang Water District


Theme  :   Orientation on PAG-IBIG Fund Benefits, Services and Programs


Venue   :   Silang Water District


Date      :   February 15, 2013
4.
PHILIPPINE COMMISSION ON WOMEN


Conducted by the Philippine Commission on Women and Silang Water District


Theme  :   2013 Women’s Month Celebration

 “Kababaihan: Gabay sa Pagtahak sa Tuwid  na Daan”

Date      :    March 12, 2013

5.
SEMINAR WORKSHOP ON GENDER AND DEVELOPMENT PROGRAM


Conducted by the Silang Water District and the Philippine Commission on Women


Theme:   Gender Equality


Date :
   August 14-15, 2014



6.
SEMINAR ON BECOMING AN EFFECTIVE WATER DISTRICT SECRETARY

Conducted by Baguio City Water District


Date:
 July 17-18, 2015

ELIGIBILITY
:


CIVIL SERVICE ELIGIBLE – Sub Professional



Civil Service Examination – Sub Professional Category


CSC RO IV – Panay Avenue, Quezon City


Venue

:
Imus Pilot Elementary School, Nuevo Avenue, 





Imus, Cavite


Date

:
October 28, 2007


Sequence No.
:
309


Examinee No.
:
576306


General Rating:
81.90%
EDUCATIONAL BACKGROUND:
1.
IMUS COMPUTER COLLEGE      

  
Silang, Cavite


Course

:
2 Year Information Technology Major in Computer Secretarial 




(Bookkeeping NCIII)

Semester Year
:
2014-2016


Date Graduated:  April 15, 2016

No. of Units
: 
69 units

2.
IMUS COMPUTER COLLEGE      

 
Silang, Cavite


Course

:
2 Year Information Technology Major in Computer Secretarial 




(Bookkeeping NCIII)

Semester Year
:
2008-2009 (First Semester)


No. of Units
: 
23 units

3.
POLYTECHNIC UNIVERSITY OF THE PHILIPPINES


Anonas Street, Sta. Mesa, Manila


Course

:
Bachelor of Science Major in Office Administration (2nd Year 




undergraduate)

Semester Year
:
1990 to 1992


No. of Units
:
60 units

3.
CAVITE INSTITUTE (HIGH SCHOOL)    -     EKB Heights, Iba, Silang, Cavite


First Year to Fourth Year High School


Period   
:
1985 to 1989

4.
SILANG CENTRAL SCHOOL


P. Montoya Street, Silang, Cavite


Elementary 
:
Grade 1 to Grade 6


Period

:
 1979  to 1985

SPECIAL SKILLS / KNOWLEDGE AND ABILITIES:

· Basic knowledge of MS Office (Word/Excel/PowerPoint).
· Knowledge in electronic machine operations (facsimile/Xerox/scanner/electric typewriter/intercoms)
· Self-starter, trustworthy and can work independently or with minimal supervision.
· Competitive and goal-oriented.

· Attention to details.

· Approachable.

· Organized.

PERSONAL DATA:

Birthday

:
October 7, 1972


Birthplace

:
Cavite


Sex


:
Female


Status


:
Married


Citizenship

:
Filipino


Height


:
5’2”


Weight


:
110 lbs.
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