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RESNELLE

RESNELLE.337435@2freemail.com  




                                         


Professional License

· Professional Teacher
( Objective:                                                                                                                      

To obtain a position that will develop my experiences, skills and strenghten my knowledge leading to a long term career relationship. 
( Work Background

OFFICE COORDINATOR 






   February 2013 – July 2016
ADVANCED OPTOELECTRONIC TECHNOLOGY, INC.

NO.13 GONGYE 5TH ROAD,  HSINCHU INDUSTRIAL PARK, HUJOU SHIANG, HSINCHU HSIEN 303, TAIWAN
Duties & Responsibilities:

· Undertake a variety  of day-to-day office and clerical tasks
· Follow office work flow procedures to ensure maximum efficiency

· Maintain files and records with effective filling system

· Support other teams with various administrative tasks

· Greet and assist visitors with they arrive at the office

· Monitor office expenditures and handle all office contracts

· Deal with customer complaints or issues

SECRETARY/ ADMINISTRATIVE STAFF 




   March 2005 – August 2012

PHILIPPINE ASSOCIATION OF BUILDING ADMINISTRATORS, INC.

CONDOMINIUN MANAGEMENT ASSOCIATION OF THE PHILIPPINES, INC.

United Life Building No. 837 A. Arnaiz Avenue, Legaspi Village,

Makati City, Philippines

International Affiliation: 

Building Owners and Managers Association International, Inc. (BOMA Int’l.) Washington D.C., USA
Duties & Responsibilities:
· Organize events like General Membership and Fellowship Meetings were all Members are invited; conducted a Short Courses Seminars of Property and Building Management; Modules of Post Baccalaureate and Post Graduate Diploma Program in Property and Building Management with the partnership of University of Makati and De La Salle University.

· Prepares a Minutes of Board of Directors Meeting

· Sets an appointment meeting with the President and Board of Directors to the clients and members of the Association

· Prepares membership invitation for General and Fellowship Meeting

· Searches for venue, caterer of foods and others that can held our Membership and Fellowship Meeting with regards to product presentation

· Coordinates with Board of Directors meetings like convention, fellowship and Sponsorship

· Prepares membership dues billings, payment of office supplies and equipment, office rental, phone bills and other services

· Follow up and collect the Membership Annual Association Dues of all Members

· Prepares monthly Accomplishment Report 

· Receives  incoming and outgoing calls  

· Prepares a Replenishment of Petty Cash Fund

· Prepares monthly Bank Balance Report

· Prepares of Quarterly and Annually Income Tax at BIR

· Entertains clients and members of the Association concerns.

· Reconcile the Sales Invoices and Collections

· Do other functions that may be assigned by my Immediate Superior
OFFICE CLERK






              
 January 2004 – Dec 2004

LOCAL GOVERNMENT UNIT

TALLUNGAN, REINA MERCEDES, ISABELA, PHILIPPINES
Duties & Responsibilities:

· Performs general office duties, such as taking or transcribing dictation, distributing or filing official forms and scheduling appointments
· Answers call, typing or word processing and office machine operation
· Encode the necessary data give a complete, accurate and organized manner that is important to the needs of the company or any entity.

· Receives, reviews and verifies documents records for accuracy, completeness and conformance to applicable rules, regulations, policies and procedures.
· Prepares report from data compiled and keep record.

( Trainings and Seminars Attended

· "Profile of a World Class Executive Secretary/Executive Assistant Seminar"
September 29, 2006

Citimotors, Incorporated, Makati City, Philippines

· "Written Communication Skills"
March 16 & 23, 2007

Citimotors Training Room, Pasong Tamo Street, Makati City, Philippines

· "Compliance to Government Regulatory Agencies"
May 11 & 18, 2007

Citimotors Training Room, Pasong Tamo Street, Makati City, Philippines
· "How to Conduct a Meeting (General Membership and Board Meetings)"
September 28, 2007 & October 5, 2007

Citimotors Training Room, Pasong Tamo Street, Makati City, Philippines

· "Oral Communication Skills"
April 25, 2008 & May 02, 2008

Citimotors Training Room, Pasong Tamo Street, Makati City, Philippines
( Educational Attainment

June 1999 – March 2003
BACHELOR IN ELEMENTARY EDUCATION




ISABELA STATE UNIVERSITY










MAIN CAMPUS, ECHAGUE, ISABELA, PHILIPPINES

June 1995 – March 1999
REINA MERCEDES VOCATIONAL AND INDUSTRIAL SCHOOL


   





TALLUNGAN, REINA MERCEDES, ISABELA, PHILIPPINES 


         

June 1991 – March 1995
DANGAN ELEMENTARY SCHOOL





DANGAN, REINA MERCEDES, ISABELA, PHILIPPINES

( Skills and Qualifications:

· Flexible and dedicated in work

· Responsible in handling tasks

· Good in communication

· Can work under overtime

· Loyal and honest in work 

( Personal Data

Nickname           
  
Risnel

Sex                               

Female

Age                                  
34 years old

Birthday                            
May 12, 1982

Height                              
5’1

Weight                                 
55 kls.

Citizenship                

Filipino

Religion                           
Roman Catholic

Civil Status                     
Single

Language


English, Tagalog

 Pilar               

I hereby certify that the above information is true and correct to the best of my knowledge and belief.
                                                                                                        ________________________________
