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FELIPA
FELIPA.342953@2freemail.com  

OBJECTIVE

To work in company that will utilize my skills and knowledge and will lead to career advancement and challenging responsibility.

QUALIFICATIONS

Dynamic, computer literate, good communication, responsible, dedicated to work, low-profiled yet competent enough to take challenges.


WORK EXPERIENCE/S
Administrative Officer - One Serenata Hotel ,Bacoor, Cavite, Philippines - 2006-2015
Duties and Responsibilities

· Responsible for everyday general administration of the company
· Act as the main point of contact for visitors and callers, including reception duties
· Filling, copying and faxing

· Distribution of minutes, reports and other documentation
· Ordering of equipment, materials and office supplies

· Administer the petty cash system and ensure appropriate record keeping
· Assist in matters relating to marketing

Cashier - Triple AM Food Hauz, Subic Bay, Zambales 

2004-2006
Duties and Responsibilities

· Managing all the cash transactions in their workplace
· Maintaining daily account of the daily transactions
· Balancing the daily account of the end of each day
· Interacting with the customers that come to the counter
· Solving all their cash related queries
· Checking for the price products and any discounts or offers
· Reporting discrepancies
· Making daily, weekly and monthly transactions reports
Encoder -
Asia Golden Sun, Manila 




1999-2003
Pops and Moms, Manila 




1997-1998

5-A Industries, San Juan City



1993-1997
Duties and Responsibilities

· Maintaining hard copies of forms, receipts, applications and other types of documents
· Do transcription, scanning of documents and maintaining backups of data entered
EDUCATIONAL BACKGROUND
COLLEGE
BSBA – Bachelor of Science in Bussiness Administration




1991-1992
Polytecnic University of the Philippines
Maragondon, Cavite


ACHIEVEMENT

Completed and passed

"Internal Quality Audit Training"

Resident Management System Consultancy Services

November 21-22, 2014

One Serenata Hotel

Bacoor, Cavite

