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ISRAEL 

Email:  ISRAEL.347805@2freemail.com 
Objective

To obtain a job that will fully develop my skills and knowledge and enhance my personal growth on my chosen career.

Work Experience 
JGG Steel Detailing & Company 
November 2008 up to January 2009

Manulife Philippines


June 2009 up to February 2013

Administrative Assistant

· Assist insurance agents in making an insurance application of the clients.

· Collect and issue PR and acknowledgement receipt to clients.

· Prepare the monthly collection reports.

· In charge of the custody of the Petty Cash Funds of the agents.

· Reminding clients of their premium dues.

· Answering various inquiries of clients and agents and preparing different schedule / reports.

· Review system generated reports for accuracy and completeness of information

· Preparing various quotations upon request.

· Responsible for telephone follow-ups, inquiries of the client.
AXA Philippines, Ortigas Suntree

March 2013 up to Present
Executive Branch Assistant
Educational Background
Tertiary 
Bachelor of Science in Business Administration





Major in Marketing 





Far Eastern University





October 2002

Secondary 
Roosevelt Memorial  High School




March 1998



Elementary
Quirino Elementary School




March 1994

Summary of Qualifications
· Possess good communication skills 

· Dynamic, resourceful, flexible, fast learner.

· Ambitious, aggressive and hardworking.

· Responsible, trustworthy, displays initiative, team player.

Other Skills

· Computer literate in using windows & knows such applications as MS Word, Excel, Powerpoint.
· Knowledgeable in Integrated Accounting System, office & clerical works.

· Mature disposition, can handle work pressure, exhibits openness to learning, good interpersonal relationship, displays initiative, team player, good verbal and written communication skills.

· Knowledgeable and with certificate in AUTOCAD 2009.

Personal Data

Date of Birth

:
October 24,1981


Place of Birth 

:
Quezon City 




Age


:
35

Gender


:
Male 


Height


:
5’6”


Weight


:
145 lbs.


Civil Status 

:
Separated

Citizenship

:
Filipino


Religion


:
Protestant


Language 

:
English & tagalong 

