[image: image1.emf] 

ACHIEVEMENT / AWARD  

[image: image2.emf] 

Desirable Characteristics  

[image: image3.emf] 

Character References  

[image: image4.jpg]


 



​​​​






​​​​




REGINA 





Al Qasemiya, Sharjah, UAE


email : � HYPERLINK "mailto:regina.346488@2freemail.com" �regina.346488@2freemail.com� 








Position Desired: Document Controller, Admin Assistant, Secretary                     








CAREER OBJECTIVES








I am seeking for Career Opportunity where I can work in challenging environment and expand my experience in the field of Customer Service, Document Control Management and Office Administration to utilize the said experience to increase both customer satisfaction and overall corporate reputation and profitability.


	





Personal Info











DOCUMENT CONTROLLER CLERK / ADMIN ASSISTANT





	First Solid Builders Inc.


	Paliparan I, Dasmariñas Cavite, Philippines


	December 11, 2015 – January 31, 2017





Duties:





Performs a variety filing duties. Categorize, file and retrieve documents using classification and organization systems. Responsible for orderly recording and keeping of physical and electronic documents including distributing new documents and discarding obsolete records. Keep Records and logs of documents retrievals, updates, distributions and removal.





Performs Administrative support role. Answering, screening and forwarding incomings call while providing basic information if needed. Types agendas, memos and correspondence. Receiving and sorting daily mails and do other admin-related task.





INTERN – OFFICE CLERK


       


	Allegro Microsystems Philippines Inc.


	Human Resources Department


	May 5, 2015 – June 22, 2015








SERVICE CASHIER





	Red Ribbon Bakeshop Inc.


	SM Molino, Bacoor Cavite, Philippines


	February 01 – July 01, 2013





CASHIER CLERK





	QUANTUM AMUSEMENT CORP.


	SM Dasmariñas City, Cavite, Philippines


	April 2011 – January 07, 2012





	








WORK EXPERIENCE

















• Birthdate	• Citizenship        


   Feb. 16, 1990	   Filipino





• Sex		• Civil Status


   Female	   Single





• Height     	


   5’ 2”		   





Education











�


College 


Bachelor of Science in Business Management Major in Operations Management


Cavite State University


Imus campus, Cavite


S/y: 2012 - 2016





Associate of Aviation Electronic and Technology 


Philippine State College of Aeronautics


Cavite, Philippines


S/y: 2007 -2010 


Secondary


Mary Auxillium Academy


San Marino, Salawag, Dasmariñas Cavite 


S/y: 2006-2007





Elementary 





Mary Auxillium Academy


San Marino, Salawag, Dasmariñas Cavite 


Philippines


S/y: 2000-2003





�
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Skills / Interest








REGINA 














�





ACADEMIC SCHOLAR


CHI BETA


Cavite State University


Cavite, Philippines





________________________________________________________________________
































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








							





AutoCad in 2D modeling





Microsoft Office (Excel, Power Point, Word), Outlook





�


Hardworking


Responsible


Willing to be Trained


Can work under Pressure


Team Player 


Disciplined


Reliable
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Available Upon Request











