Entry-Level Office Staff/Coordinator/Admin. Assistant
	Profile
	Administrative support professional offering versatile office management skills and proficiency in Microsoft Office programs. Strong planner and problem solver who readily adapts to change, works independently and exceeds expectations. Able to juggle multiple priorities and meet tight deadlines without compromising quality.



	Education
	Polytechnic university of the philippines, Philippines
	                   Bachelor in Business 

Teacher Education, 1995

	
	Relevant Courses:
· MS Office for Professional Staff
· Electronic Presentations for Business Professionals 

· Keyboarding and Document Formatting

· Communication Skills for Secretary 

· Professional Office Procedures




	Key Skills
	Office Skills:
	Office Management

Records Management 

Database Administration

	Spreadsheets/Reports
Minutes Taking

Calendaring

	Front-Desk Reception
Executive Support

Oral & Written Communication


	
	Computer Skills:
	MS Word

MS Excel

MS PowerPoint
	MS Outlook

MS Access

MS Project
	MS Publisher

FileMaker Pro
Windows


	Experience
	municipal trial court, Unisan, quezon, philippines
	Court Stenographer/Interpreter

1997 to 2016

	
	Handled multifaceted clerical tasks (e.g., taking minutes, data entry, filing, records management, communications, and billing) as senior stenographer. Coordinated reports with first level courts, maintained database and ensured the delivery of premium services to litigants. Quickly became a trusted assistant known for “can-do” attitude, flexibility and high-quality work. Highlights:

	
	· Takes minutes of all court proceedings and transcribed them.  Acts as Interpreter when asked.

· Reads and prepares all official communications.

· Prepares and submits monthly report of cases and detention prisoners.

· Prepares monthly calendar of hearings.  Make sure all involve are notified.

· Communicated effectively with first level courts, prosecutor’s office and the public attorney’s office regarding the monthly reports of cases. Established strong relationships to gain support and effectively achieve results. 
· As the designated spokesperson, entertains all inquiries by litigants regarding the status of their cases.
· Entrusted to manage office in the supervisor’s absence. Provided timely, courteous and knowledgeable response to information requests; take official calls; and prepared official correspondence.
· Earned excellent marks on performance reviews, with citations for excellence in areas including work volume, accuracy and quality; ability to learn and master new concepts; positive work ethic; and commitment to providing unsurpassed service.
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