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Sarah
Sarah.366441@2freemail.com  

OBJECTIVE
To be part of a work organization that works toward excellence and nature’s teamwork and values individuals’ contribution and competences. To contribute in your company the knowledge I gain in my previous employment and the abilities in using Microsoft office I have.
PROFILE

I have shown myself to be self-motivated, multi-tasking, committed and determined in achieving my goals, come what may. I have also demonstrated and organizing skills, a sense of responsibility and my capacity to work hard under pressure. I am able to relate to a wide range of people, as proven by my varied work experiences. 
EDUCATION
June 2011 to March 2015

Bachelor of Science in Computer Science





St. Nicolas College of Business and Technology





Jose Abad Santos Avenue Dolores, 
City of San Fernando, Pampanga
WORK EXPERIENCE

June 22, 2015 to
Admin Staff, HR/ IRDS (Industrial Relation Development Section)
March 22, 2017 


AIKAWA PHILIPPINES INC. (Batangas Plant)

First Philippine Industrial Park, SEZ, Brgy. Sta. Anastacia,
Sto. Tomas, Batangas, Philippines
· Tabulate perfect attendance and managers log using excel file.
· Assist employee with their request like uniforms and other personal protective equipment.
· Gather inventory or number of stock to make sure it is enough for employee.
· Communicate to employee regarding with their concern on perfect attendance.
· Check employee’s absences and leaves.
· Check employee health card and hospitalization expenses ensure that all employees received an Authority to deduct before it was deducted in their salary.
· Organize company activities like summer outing, Christmas party, company anniversary and others.
· Preparing documents and producing reports as requested.
· Handle all incoming phone calls with courtesy and professionalism.

· Ability to multi-task to solve employee problems, answer inquiries while completing other assigned tasks.

· Provide good communication to keep the workplace efficiently.
· Attend at the lobby to assist guest when receptionist is on leave or even when in break.
· Take down notes or doing meeting minutes.
· Draft memorandum and program for company activities

· Create and register forms for the company transaction.

· Orient company 5S, employee motivation program and rewards like perfect attendance, monthly productivity reward and Dole’s legal requirements like a Solo parent program, Dangerous drug awareness, paternity leave, special leave for women, awareness about HIV/AIDS, Tuberculosis and Hepatitis and Family welfare
April 2012 to March 2015

Student Assistant, Office of the Registrar





St. Nicolas College of Business and Technology






Jose Abad Santos Avenue Dolores, 

City of San Fernando, Pampanga

· Assist student and evaluate grades upon enrollment
· Encode grades and other data on transcript of records and copy of grades

· Assist upon graduation

· Receive the request form of Transcript of records, copy of grades, diploma, year book and other registrar concern

· Resolving students concern with compassion

· Filing properly students file
SEMINARS AND TRAINING ATTENDED

January 17, 2017


Train the Trainer
Training Room, 2nd Flr. Bldg 2, 

AIKAWA PHILIPPINES INC. (Batangas Plant)

First Philippine Industrial Park, SEZ, Brgy. Sta. Anastacia,
Sto. Tomas, Batangas, Philippines
October 6, 2016


PABX system, programming and application
Training Room, 2nd Flr. Bldg 2, 

AIKAWA PHILIPPINES INC. (Batangas Plant)

First Philippine Industrial Park, SEZ, Brgy. Sta. Anastacia,
Sto. Tomas, Batangas, Philippines
April 21-22, 2014


Microsoft Office Specialist Training
St. Nicolas College of Business and Technology

2nd Floor, Mel-Vi Building, Jose Abad Santos Avenue 

City of San Fernando, Pampanga
October 13, 2011


PSITE Clark ConEx 2011





Fontana Convention Center






Clark Freeport Zone, Pampanga
SKILLS AND ABILITIES
· Competent in all Microsoft Application (Word, Excel, Power Point), Internet browser
· Hardworking, Team Player, Flexible, Multi-tasking
· Fast learner and can work with minimal supervision

· Trust worthy and with good moral character
PERSONAL

Date of Birth

:
July 17, 1993
Place of Birth

:
City of San Fernando, Pampanga

Civil Status

:
Single

Height


:
4’9
Weight

: 
115 lbs

Citizenship

:
Filipino

Religion

: 
Roman Catholic
           Visa Status

:
Visit Visa
           Visa Issued             
: 
March 27, 2017
           Visa Expiry            
: 
June 27, 2017
           Dialect                    
:
English                                                             
I herby certify that the information written are true and correct to the best of my knowledge and belief. 


