THRENA
BSBA- Management Information System

Add: Karama Dubai, UAE

E-mail Address: threna.70581@2freemail.com 
OBJECTIVE:

To pursue a challenging career in a company through the application and enhancement of the knowledge gained from experience.

WORK EXPERIENCE:

Administration Assistant/Receptionist



Dec.2, 2006 – January 10, 2008

Stratworks, Philippines

Duties and Responsibilities:

· Maintaining/Filing Employees File with confidentiality.
· Assist to the HR Department

· Prepares HR Forms such as: Leave Application, Air Ticket Reservation Request, Accident/ Occupational Disease Report, Hotel Bookings, HRMS and Insurance Forms 
· Receives and prepares Medical Forms and Absenteeism/Sick Leave reports.
· Handles Travel and Hotel Arrangements for employees and guests.
· Prepares Correspondence and E-mails.

· Arrange schedules of conference room booking, meetings, and social affairs.

· Coordinates with shipping agents regarding incoming /outgoing documents/materials and arrange courier bookings 
· Assist employees and guests on their needs and queries.

· Attending to phone calls and guests.

· Perform other tasks as assigned.
Government Official for Youth





Aug. 18, 2002- Nov. 30, 2006 Municipal Federation (SKMF) President



Municipality of San Marcelino,Zambales Philippines
Duties and Responsibilities:
· Chairman in youth and sports development, conduct regular meeting to every SK Chair and resolving issues and concerns relative to the Organization. 
· Making project proposals for every undertaking of the organization. 
· Preparing the yearly budget of the Federation. 
· Organizing different activities for the youth within the locality. 
· Attend meetings and seminars spearheaded by the national federation and other government agencies for the betterment of the youth. 
· Chairman in tourism council
EDUCATIONAL BACKGROUND:

2003-2005 AMA Computer College, Olongapo Campus

BSBA – Management Information System
2001-2002 Philippine School of Business Administration, Manila

Accountancy

1997-2001 Saint William’s School, San Marcelino, Zambales

Secondary Education

1991-1997 Saint William’s School, San Marcelino, Zambales

Primary Education
TRAININGS AND SEMINARS:

Topic: “Emerging Web Technology”

Venue: AMA Olongapo Campus

Date: October 22, 2005

Speaker: Mr. Jose Capistrano

Topic: “Achieving Competitive Advantage Through Strategic Information System”

Venue: AMA Olongapo

Date: October 24, 2004

Speaker: Mr. Tadeo Manuel

Topic: “Organizational Management Training”

Venue: PREDA Center, Olongapo City

Topic: Personality Enhancement Course”

Venue: Subic Bay Art Center, Subic Bay Freeport Zone

ACHIEVEMENTS:

· RANK NO. 25– In recognition of her outstanding performance during third trimester of SY 2002-2003.

· RANK NO. 24- In recognition of her outstanding performance during third trimester of SY 2004-2005.

SKILLS/ABILITIES:  Computer Literate, Surfing the Net, MS Word and Excel

                             Good and Interpersonal Skills, Self Motivated and Hard working 

                             Willingness to learn more high level of adaptability 
LANGUAGES/DIALECTS SPOKEN: English, Tagalog
PERSONAL DATA:

Age:


23 yrs. Old


Civil Status:

Single


Citizenship:

Filipino


Sex:


Female


Height:


5’2”


Religion:

Roman Catholic
            Visa Status:

Visit Visa 
