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Career Objectives:
To seek and to keep for challenging position with a good opportunity  and to join  an 
expanding
 and highly motivated organization that has excellent plan for my future and to secure a position that will enable me to use my strong communication & organizational skills ,customer service ,and my ability to  work well with the people.
 
Educational Background
:
Tertiary 
Lyceum North-western University 
BS in Nursing
 
 
                           
Tapuac  District , Dagupan City                  
2011
Secondary 
 
 
                                    
Alaminos City National High School
Alaminos City , Pangasinan  
Philippines 
2006
Elementary
                                   
Tagudin Elementary School
Tagudin , Mabini , Pangasinan  Philippines 
2000
Personal Data:
                         
Age 
           :  
2
7
 Yrs old
                   Civil Status      :
  Single
                  
            
  Date Of Birth   :
  01/25/1990
Religion: 
INC 
)P                           Position to apply : Secretary cum Receptionist 

	WORK EXPERIENCE: 
                        MARKETING RECRUITMENT OFFICER/ OFFICE STAFF 
	SMC MANPOWER AGENCY PHIL. COMPANY
                               (PHILIPPINE RECRUITMENT POEA REGISTERED AGENCY)
	 1726 – B ROAD 2 CORNER ROAD 7 FABIE ESTATE, STA. ANA , MANILA 
	JUNE 2014  – JANUARY 2017
                              JOB DESCRIPTION:
· ACCOUNTS HANDLING (CLIENT  ACCOUNTS)
· MARKETING PROSPECTIVE CLIENT BY MEANS OF SENDING PROPOSAL VIA EMAIL
· OUTSOURCED QUALIFIED APPLICANTS BASED ON MANPOWER REQUIREMENTS OF CLIENT BY MEANS OF (WEBSITE , REFERRALS OR OTHERS)
· CONDUCT INITIAL INTERVIEW WITH THE APPLICANT BEFORE SENDING TO EMPLOYER / CLIENT FOR FURTHER EVALUATION
· SENDING CV’S FOR CLIENT / EMPLOYER EVALUATION(ONLINE SELECTION)
· PREPARING MATRIX USING MICROSOFT EXCEL SERVED AS DATA BASED 
· DO DOCUMENTATION PROCESS AND PROCEDURES(PREPARE NECESSARY DOCUMENTS NEEDED  FOR PROCESS IN DIFFERENT GOVERNMENT OFFICES)
· DO FILLING AND PAPERS WORKS 
· DIRECT COMMUNICATION WITH  OUR CLIENT & APPLICANT 
· ASSIST AND ATTEND INQUIRIES OF OUR CLIENT & APPLICANT
· CAN WORK UNDER PRESSURE
· FUNCTION AS ENCODER AT THE SAME TIME
· ATTENDING JOB FAIRS
· EMPLOYEE ORIENTATION 
                                 

                        PROMO- DIZER 

                              CSI (COST SAVER INCORPORATED)
                              ALAMINOS CITY PANGASINAN ,PHILIPPINES
                              JUNE 2013 – JANUARY 2014
                              JOB DESCRIPTION:
· PROMOTE OUR PRODUCT
· ASSIST CUSTOMER WITH THEIR NEEDS
· DO MONTHLY INVENTORY 
· WEEKLY CHECKING EXPIRATION OF THE PRODUCT
· MONTHLY REPORTING STATUS OF OUR PRODUCT (BEST SELLER , LESS AND OTHERS) TO OUR COORDINATOR
· MAINTAIN AND ENSURE CLEANLINESS OF OUR PRODUCTS AND AREA


SKILLS:
· COMPUTER LITERATE
· WITH GOOD COMMUNICATION SKILLS
· FAST LEARNER
· CAN WORK UNDER PRESSURE
· HIGHLY MOTIVATED WITH THE WORK
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