JENGKEY
Jengkey.323898@2freemail.com 

I am seeking a company where I can use my experience and education to help the company meet and surpass its goals.
PERSONAL INFORMATION

· Nationality: Philippines

· Place of Birth: Kadi, Kalamansig, Sultan Kudarat Philippines
· Date of Birth: May 12, 1988
· Age: 28
· Sex: Female
· Marital Status: Single

EDUCATION
2009
Bachelor of Arts and Social Sciences Major in Political Science



Sultan Kudarat State University - Tacurong City, Sultan Kudarat, Philippines


Coursework: Philippine Politics and Government, Comparative Politics, Political Theory and International Relations

2016
Bachelor of laws (LLB)


Sultan Kudarat State University, College of Law - 


ACCESS, Tacurong City, Sultan Kudarat, Philippines




           Coursework: Introduction to Law, Civil Litigation, Legal Research and                                                 

                     Writing, Tort law, Family Law, Insurance Law, Arbitration and     

                     Mediation Law, Real Estate and Personal Property Law, Trial Practice


  COURSE RELATED

EXPERIENCE

    05/2016 to
       Paralegal
       10/2016
      Petisme Law and Notarial Office, Isulan Sultan Kudarat,      

Philippines

· Conduct research on relevant laws, regulations, legal articles and new jurisprudence
· Write reports to help lawyers prepare for trials and preparing responses to opposing counsel, assist with document production and trial preparation
· Draft and proof reading correspondence and legal documents, such as contracts and mortgages
· Keeps cases organized by establishing and organizing files, monitoring calendars and meeting deadlines
11/2014 to
Intern 

03/2015
Public Attorney's Office – Regional Trial Court,

Isulan, Sultan Kudarat, Philippines

· Assisted with scheduling meetings with clients
· Conduct legal research using online law library and latest jurisprudence
· Preparing legal documentation for execution by relevant parties
· Help lawyers during trials by handling exhibits, taking notes, or reviewing trial transcripts
· Delivering documents or obtaining signatures on documentation
06/2014 to
Intern
10/2014
Public Prosecutor's Office-Regional Trial Court, 
Isulan,   
Sultan Kudarat, Philippines

· Drafting Judicial Affidavit
· Helped with filing pleadings
· Performed legal research
· Help lawyers during trials by handling exhibits, taking notes, or reviewing trial transcripts
· Delivering documents or obtaining signatures on documentation.
OTHER WORK
EXPERIENCE

04/2009 to
   Warehouse Inventory In-charge/ 

    07/2010       Warehouse Supervisor

 Procter and Gamble Philippines

 (KCC Mall Distributors), Koronadal City, Philippines  

· Responsible for updating inventory system each time a shipment arrived from a supplier.
· Doing daily inventory for entire warehouse and making daily reports that would be audited.

· Assisted in documenting product that was received damaged from the manufacturer and sending that product back.
· Responsible for creating detailed spreadsheets that compared product received with the purchase orders generated by the company.
· As a supervisor, maintained warehouse staff job results by coaching, counseling, and disciplining employees; while planning, monitoring, and appraising job results
05/2007 to
  Cashier and Party Hostess
11/2007

  Talakudong Foods Corporation, (JOLLIBEE) Tacurong City, 





               Philippines

         Cashier

· Greet customers and ensure that customers always have a great time when dining at the restaurant.

· Waiting on customers and taking their orders.

· Ensure that correct order has been punched in
· Provide customers with information on daily specials and discount deals

· Collect payment, then issue the customer with receipt for payment received.

Party Hostess

· Handled requests and reservations both at the counter and over the telephone.
· Maintained a clean party area at all times.
· Planned creatively themed parties for children.
· Tracked scheduling times and made certain parties began and ended with timeliness.
· Enthusiastically and professionally greeted all guests.

ADDITIONAL INFORMATION
TRAINING AND SEMINAR ATTENDED:

Legal Network for Truthful Election (LENTE) - 2012
Member, Sultan Kudarat State University Bar Operation Council-    


2015-2016

Volunteer Paralegal- May 9, 2016 National and Local Elections
  SKILLS



      Excellent written and verbal communication skills




      Proficient in Microsoft Office (Word, Publication, Excel





           and Power Point)

 

