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JECELL 


Email: jecell.337289@2freemail.com 


     Visa Valid Until: March 28, 2017
CAREER OBJECTIVE

· I am seeking an employment in a company where I can use my skills and knowledge to contribute eventually to meeting the goals of the company.
· I want to contribute to the success of the company through hard work, commitment, integrity, honesty, perseverance, and dedication

SKILLS & QUALIFICATIONS
· Computer literate
· Proficient in using  Microsoft Office (MS Office Word, MS Office PowerPoint, MS Office Excel)
· Strong interpersonal skill, having dealt with a diversity of professional clients and staff.

· Ability to prioritize and meet operational deadlines in demanding fast-paced environment.

· Has a high level of dedication to work related matters and take initiative to learn and improve oneself.
SUMMARY OF WORK HISTORY
DEPARTMENT OF HEALTH
   REGIONAL OFFICE 12
Door 1, 2nd Floor, UGA Bldg., Gensan Drive, Koronadal City, South Cotabato

November 2015 – December 2016

BUSINESS NATURE:
Regulation, Licensing and Enforcement Division (RLED)

Inspecting, Monitoring and Licensing Health Facilities like Hospitals, Infirmaries, Clinical Laboratories, Drug Testing Laboratories and Birthing Homes.
· ADMINISTRATIVE ASSISTANT

Reporting to Division Chief
a) Assist RLED Division Chief
b) Encoding documents

c) Receiving and recording documents from Main Office

d) Document controller
e) Filing documents of all health facilities

f) Scans filled-up documents
g) Answers telephone calls

h) Facilitates client survey satisfaction evaluation

i) Performs other function as directed by RLED Division Chief and other RLED Personnel
SUENO GROUP OF COMPANIES

Purok Masikap, Poblacion, Polomolok, South Cotabato

May 2014 – September 2015
BUSINESS NATURE:
Have different chains of Gas Station or Filling Station in Koronadal City, Polomolok South Cotabato, General Santos City, Sarangani Province and Davao City

· OFFICE IN-CHARGE

Reporting to Sales Manager & Branch Manager
a) Prepares daily reporting and send to the main office

b) Filing documents

c) Document controller
d) Manage phone calls and correspondence (e-mail, letters, packages etc.)

e) Prepare Monthly Financial Statements Report
f) Prepare Monthly Inventory of products
g) Reviewing and Receiving Products that is delivered
h) Supervising staff and dividing responsibilities to ensure performance
i) Maintains staffs job results by coaching and disciplining employees; planning and monitoring job results.

j) Assist colleagues whenever necessary

k) Trains newly hired employee whenever necessary
KORONADAL VALLEY LIVESTOCK GROWERS MULTI-PURPOSE COOPERATIVE
Jose Abad Santos St., Brgy. Zone 3, Koronadal City, South Cotabato

November 2013 – April 2014
BUSINESS NATURE:


Livestock growers multi-purpose cooperative.
· ENCODER (Part  Time)
Reporting to Cooperative Secretary
a) Encoding Documents

b) Filing Documents

c) Monthly Inventory of Products

d) Manage Telephone Calls

SOFT ARTIFACT INCORPORATED
Lower Osmeña St, Poblacion, Koronadal City, South Cotabato
June 2013 – October 2013
BUSINESS NATURE:

     
Provides Systems Development 
· SOFTWARE DOCUMENTATOR and DEVELOPER (On-the-Job Trainee)
Reporting to Head Software Developer
a) Analyzing Problem

b) Programming

c) Documenting the Flow of the System

KCC MALL OF KORONADAL
General Paulino Santos Drive, Poblacion, Koronadal City, South Cotabato
April 2013 - June 2013

BUSINESS NATURE:

Chain of Shopping Malls, Retail, and Merchandise
· Sales Assistant (Summer Job)

Reporting to Department Supervisor
a) Assisting Customers concern

CHARACTER REFERENCES
Available upon request **
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       PROFILE


I am a graduate of STI-College Koronadal with a Degree in Information Technology. I am a fast learner with a passion for succeeding in my career.  A person with commitments, self-motivated, organized and capable of working under pressure.


PERSONAL DATA





AGE		        :  23


DATE OF BIRTH    : December 2,


          1993


PLACE OF BIRTH : Cotabato City


           Philippines


NATIONALITY       : Filipino


SEX		        : Female


CIVIL STATUS       : Single 


RELIGION	: Roman                Catholic


HEIGHT	        :  5’4


WEIGHT	        :  47 kls


LANGUAGES SPOKEN: Filipino,        


      English


VISA STATUS        : Tourist Visa


		             


EDUCATIONAL ATTAINMENT





TERTIARY:


STI College-Koronadal


Bachelor of Science in Information Technology   2010-2014	


SECONDARY:


 Salaman Institute Lebak,


 Sultan Kudarat


 2006-2010


PRIMARY:


Salaman Central Elementary School, Lebak Sultan Kudarat 2002-2006


Notre Dame Village Elementary School, Cotabato City


2000-2002

















