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Marzan

marzan.370497@2freemail.com 

CAREER OBJECTIVE
To obtain a position as an active employee in a growing, reputable company where I can contribute my experience, proactive attitude, and positive atmosphere to help to improve the company and myself.

PROFESSIONAL EXPERIENCE
· Employer



:
Local Government Unit of San Fernando Pampanga

Position held



:
Administrative Aide I / Rural Health Unit Receptionist
Date




:
October 20, 2016 – May 19, 2017
Duties & Responsibilities


· Prepare and update masterlist of Philhealth beneficiaries (LGU, sponsored, NHTS,4ps) encode and submit to philhealth
· Serve as a Liason personnel for Philhealth concerns: In-charge of Philhealth accreditation process, Monthly reports of Point of Care Beneficiaries, TB DOTS. 
· Data encoder: Philhealth report and profiling, assisting in the validation of philhealth enrollees.
· Meet and Greet visitors and staff.
· Answering phone call and visitors inquiry.
· Other responsibilities: Assisting patients in RHU.
· Employer



:
Jenra Incorporated

Position held



:
Receiving Clerk / Documents Controller
Date




:
October 30, 2013 – August 15, 2016
Duties & Responsibilities


· Receiving documents from other department and branches.
· Filling and distributes documents.
· Receiving phone calls and inquiries regarding to delivery date, stocks on hand on warehouse and bad orders.

· Checking purchase order versus invoice.

· Scanning all bad orders per company (with delivery for the day).

· Printing and checking return slip versus the bad order in the system.
· Receiving of stocks - scanning, checking, counting and encoding the quantity of items into the System. Balancing, applying specific discount, printing receiving slip, attaching return slip.

· Employer



:
Land Transportation Franchising and 
Regulatory Board III

Position held



:
Office Assistant and Encoder 

(On-the-Job-Training)

Date




:
June 2012 – September 26 2012

Duties & Responsibilities 

· Responsible for the proper filing of documents.
· Data encoding in the procurement department.
· Handles inter-office paper work errands for other departments.
· Employer



:
Special Program for Employment

Position held



:
OFW Enumerator

Date




:
February 2012 – March 2012

Duties & Responsibilities



· Conducting a survey to enumerate how many OFW in one specific location.
EDUCATIONAL BACKGROUND

Tertiary Education


:
Degree of Bachelor of Science in

Information Technology
City College of San Fernando Pampanga (2009-2013)

Secondary Education


:
Pampanga High School

City of San Fernando, Pampanga (2005-2009)
Primary Education


:
San Fernando Elementary School
City of San Fernando, Pampanga (1999-2005)
COMPETENCY

House Keeping NCII 


:
St. Nicolas College of San Fernando Pampanga
City of San Fernando, Pampanga
(September – December 2011)
Computer Hardware


:
Provincial Manpower Training Center

Servicing NCII




Bren Z. Guiao Complex Brgy. Lourdes







City of San Fernando, Pampanga
 





(July 8 – Sept. 30, 2013)

SEMINARS/TRAINING ATTENDED

Career Quest

Mini Convention, Heroes Hall, City of San Fernando, Pampanga

November 27, 2013

Personality Empowerment

Ninoy Aquino Amphi Theater, Heroes Hall, City of San Fernando, Pampanga


February 26, 2013

PERSONAL INFORMATION



Date of Birth


:
February 22, 1993


Place of Birth


:
Angeles City


Age



:
24


Citizenship


: 
Filipino


Civil Status


:
Single


Religion



: 
Iglesia Ni Cristo


Gender



:
Female









Language/Dialects

:
Kapampangan, Tagalog, English
I hereby certify that above data as stated are authentic and correct to the best of my knowledge personal will.

 __________________
Applicant signature

