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NERIE 
nerie.31480@2freemail.com
Objective:


To be associated with an organization that will provide an assured career growth and maximum professional development.

Work Experience
June 17, 2013 – Present

DEPARTMENT SECRETARY (Operation and Maintenance Department)


Company

Quezon 1 Electric Cooperative, Inc. (QUEZELCO 1)

Address


Brgy. Poctol, Pitogo, Quezon

Responsibilities
Assist consumer in applying sole use transformer, prepares schedule of the substation tender, prepares daily accomplishment report, types reports, communications, memoranda, Memorandum of Agreement and other documents, prepares reports and routine correspondence, Answers the phone, files correspondence and gathers data needed by the department, Attends to visitors and refers them to the proper parties, prepares monthly accomplishment report of the department.
Additional Duties 
BIDS AND AWARDS COMMITTEE – Secretary
Responsibilities
Prepares the bid documents, advertise or post the invitation to bid,


Prepares recommendation, report and resolution, Maintain all records


pertaining to the BAC, organize and make all necessary arrangements


for the BAC Meetings, prepares minutes of meeting and responsible 


for the sale/distribution of Bid Documents to interested bidders.


QUALITY CONTROL COMMITTEE – Secretary

Responsibility 
Prepares certificate of passed materials delivered.


ELECTROCUTION COMMITTEE – Secretary

Responsibilities
Conduct investigation on the site of accident, prepares report and recommendation of accident.

January 20, 2012 – June 2013
DEPARTMENT SECRETARY (Admin Department)

Company

Quezon 1 Electric Cooperative, Inc. (QUEZELCO 1)

Address


Brgy. Poctol, Pitogo, Quezon

Responsibilities
Prepare trip ticket and gas slip for all vehicle, assist employee regarding their accident insurance, Types reports, communications, memoranda and other documents, prepares reports and routine correspondence, answers the phone, files correspondence and gathers data needed by the department, attends to visitors and refers them to the proper parties, prepares monthly accomplishment report of the department, assess/conduct training needs for all areas of the organization, Records individual training participation and files report on seminar/training and monitors progress result on training participated in. Assists in determining the budget requirements for training activities and prepares budget request for training designs
May 2011 – Nov. 2011 

TELEMARKETING OFFICER


Company

Caritas Health Shield 


Address


Makati City

Responsibilities
Answers the phone, attends to clients’ problem thru phone, give satisfactory answer to their questions, entertain their complaint and give solution, monitors progress sales.

Oct. 2010 – Feb. 2011
ON-THE-JOB TRAINING

Company
Fujitsu Phils.


Address
Makati City


Responsibilities
Assist the team leader to give solution to the problem, types report and other documents and files communication and congregate data needed.
Seminar Attended


June 4-6, 2012
BASIC SUPERVISORY SKILLS TRAINING



QNAS, Malicboy, Pagbilao, Quezon

Skills
· Has good interpersonal and communication skills both oral and written and relates well with others
· Computer literate
· Willing and able to handle wide variety of tasks
· Eager to learn new knowledge and apply learned skills
· Reliable and adaptable: can easily cope with changes
· Involved and deeply committed in performing responsibility
· Can work with minimal supervision

· Excellent organizational and motivational skills


 Educational Background

Tertiary


Bachelor of Science in Information Technology





Santa Isabel College





210 Taft Ave., Manila





June 2007 – March 2011


Secondary

Dominican Academy





Brgy. Rajah Soliman, Unisan, Quezon





June 2003 – March 2007


Elementary

Dominican Academy




Brgy. Rajah Soliman, Unisan, Quezon





June 1997 – March 2003

Personal Background


Date of Birth

September 17, 1990


Birth Place

Unisan, Quezon


Marital Status

Single


Sex


Female


Citizenship

Filipino

I hereby certify that the facts contain in this résumé are true and correct to the best of my knowledge.











Nerie 










        Applicant
