CHERYL 
Cheryl.67951@2freemail.com 
==============================================================
OBJECTIVE :  To   be   able   to   secure  a  job  that  would enhance 

     and   develop  my   knowledge,   skills   and    abilities    
     for  the development  and  betterment  of the company  

     I will work for.

SUMMARY OF QUALIFICATION/SKILLS:

· Good command in speaking and writing English and in organizational skills

· Computer Literate (Microsoft Excel, Word/Office and Internet)

· Ability to work unsupervised

· Hardworking

· Able to coordinate, integrate and can deal with the staff and employer in a business way

JOB EXPERIENCE:

     Company’s Name   :   Cameros Law, Auditing & Accounting 
  Office    

     Address 

       :   Digos City, Davao del Sur, Philippines

     Position 

       :   Receptionist/Office Secretary/Legal 

  Researcher

     Length of Service    :   1999 to 2008

     Duties & Responsibilities: 

· Kept notes and maintain all the office records
· Setting up and maintaining filing records retention system
· Greet, entertain and assist the clients 

· Encode and/or prepare different legal documents 
· Dealing with incoming and outgoing correspondence such as preparing, opening, receiving, sorting and mailing. Screens incoming calls and correspondences and responds independently when required.

· Operate computer and fax machine

· Answering and making telephones calls
· Typing and encoding documents in the computer  
· Coordinates and arrange meetings, prepare agendas, and/or invitations

· Acts as custodian of documents and records and maintains it.

· Travel arrangements, ticket reservations and bookings.
· Manages the calendar and independently schedules appointments. 
EDUCATIONAL ATTAINMENT:

Vocational:
Holy Child Institute of Technology


Digos City, Davao del Sur, Philippines
Course    :    Computer Secretarial

      1997- 1999

College:
University of Mindanao Digos Branch


Digos City, Davao del Sur, Philippines
Course    :   Bachelor of Science in Commerce

Major      :   Business Management

      2000- 2005

CERTIFICATES :

· Certificate of Employment



· Certificate of Appreciation

· Cameros Law, Auditing & Accounting Office 

PERSONAL DATA :



Date of Birth   :  February 10, 1981



Age 

    :  27 



Civil Status     :  Single



Sex

    :  Female



Nationality 
    :  Filipino



Language 
    :  English, Tagalog, Visayan


Visa Status     :  Visit Visa
Authenticated documents will be provided upon request.

