[image: image1.jpg]


JOANA 
Joana.363004@2freemail.com 
 
PERSONAL DATA

Age



:
27 yrs. Old
Date of Birth                 
:        
November 2, 1989
Place of Birth                 
:       
Gavino Hospital, San Pedro, Laguna

Civil Status                     
:        
Single

Languages Spoken
:       
English and Filipino

EDUCATIONAL BACKGROUND

College         

:     
BSBA MAJOR IN MARKETING MANAGEMENT




Polytechnic University of the Philippines






United Bayanihan, San Pedro, Laguna





2011-2012




Associate in Computer Programming





Computer Site Institute, Inc.

                                          

15 Sto. Niño St., Brgy. Sto. Niño, San Pedro, Laguna

2007- 2009

Secondary    

:        
San Pedro Relocation Center National High School
                                          

Brgy. Langgam, San Pedro, Laguna

                                          

2002-2006

 

Elementary    

:      
Laguna Resettlement Community School
                                        

Brgy. United Bayanihan, San Pedro, Laguna

                                         

1995-2002
WORK EXPERIENCES

Administrative Asst.
:
Board of Investments

385 Gil Puyat Ave., Makati City

Legal and Compliance Service
March 2010-January 2011 & January 16, 2012 - present

Project Evaluation and Registration Department

January 2011-January 15, 2012





Duties and Responsibilities:

· Perform full range of secretarial duties.

· Receive incoming mails / documents and facilitates outgoing documents.

· Ensure all incoming mails are logged, properly distributed and brought to the attention of concerned staff, and that all outgoing mails / faxes are delivered on time.

· Ensure that the office filing systems and records are properly maintained and updated in accordance with an existing framework for easy retrieval.

· Upload soft copies of the evaluation reports and executive summaries to be included in the agenda for Mancom/Board meetings.

· Provide the Board Secretary’s Office, with hard copies of the evaluation reports and executive summaries to be taken up in the Mancom/ Board meetings.
· Assist in responding to company- specific inquiries by generating data from the BOI’s data base/system.
· Encode/Update information on BOI-approved and registered projects

· File documents and retrieves files / documents for preparation of reports.
· Perform other duties as may be required
On-the-Job Trainee
:
Board of Investments

Human Resource Division

August 2009 – September 2009

 

Counter Crew

:
Jollibee Foods Corporation

Jollibee Shell SLT, Putatan, Muntinlupa City

November 2007- April 2008

Counter Crew

:
Jollibee Foods Corporation



Jollibee Alabang-Junction, Muntinlupa City

April 2007- September 2007

SEMINARS/TRAININGS
· BOI_2016 Statistical Data Management using MS Excel

Philippine Statistical Research and Training Institute (PSRTI)

Diliman, Quezon City

17-21 October 2016
· Balatoc Mines Tour, The Thrill of the Underground

Balatoc, Itogon, Benguet
April 27, 2013
· Youth Seminar/Teambuilding

15-18 October 2008

Baguio City 

· SKOLAR-BOS (Part I)

Department of Interior and Local Government (DILG)

Los Baños, Laguna 

4-7 December 2007

· SKOLAR-BOS (Part II)

Department of Interior and Local Government (DILG)

Los Baños, Laguna 

24-27 March 2008

LEADERSHIP AWARDS

· Gawad Francisco G. Benito Award – April 2008 

· Langgam Youth Federation (LYF) Award – October 2008

SKILLS

· Speaks and Writes in English and Filipino 

· Computer Literate (MS Word, MS Excel, MS PowerPoint, Visual Basic, etc.)

· Knowledgeable in Basic Programming 

 
GOVERNMENT AFFILIATION
SK COUNCILOR

:
Sangguniang Kabataan






Brgy. Langgam, San Pedro, Laguna






October 2007 - 2010





Chairman






Finance Committee






Member






Sports Development Committee

Youth and Welfare Development 

YOUTH ORGANIZATIONS

President


:
Langgam Eye Opener

Director


:
Langgam Youth Federation 

Honorary Member

:
Langgam Chess Club
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