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Secretary / Receptionist / Document Controller



Seeking for a position which provides a challenging assignments and opportunities to increase individual responsibilities.


March 2004 – March 2006

Library Staff, San Sebastian College-Recoletos, Cavite City, Philippines 



Responsiblities:
· Prepares correspondence and memorandum
· Filing the document

· Conducts book inventory
· Generating monthly report
· Controlling the books in circulation
June 1994 – June 2002

Import/Export Supervisor, Nali Industries, CEPZA, Rosario, Cavite, Phils. 



Responsiblities:

· Processing import and export documents
· Approves and signing import and export documents
· Preparing and making cheques
· Managing bank transactions
· Supervising the office staff
April 1993 – June 1994 


Secretary, Towers Lending Co., Ortigas, Metro Manila, Phils. 



Responsiblities:

· Receive and accountable in the disbursement of petty cash
· Prepares cash/check vouchers
· Schedules and facilitates of meeting
· Filing of the documents
· Prepares monthly report

1989 – 1993

Bachelor of Secondary Education Major in Filipino



Philippine Normal Univerity




Taft Avenue, Manila, Philippines

1984 – 1988

Secondary




Tanza National Comprehensive High School




Daang Amaya I, Tanza, Cavite, Philippines




Customer service-oriented, Computer Literate, Driving





Date of Birth

:
20 April 1977




Place of Birth

:
Tanza, Cavite




Nationality

:
Filipino




Civil Status

:
Married
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