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CAREER OBJECTIVE: 

To obtain an office administration position that commends for dedication and excellence in achieving time-restraining targets, quality of work and willingness to do whatever it takes to complete tasks effectively and efficiently. To continually strives for excellence in self.

WORK EXPERIENCES:


Administrative Assistant)


Municipal Treasury Office


Besao Local Government Unit


Oct. 2006 – May 2008

Prepares agency monthly remittances such as loan amortizations and insurance contributions to both government owned and non-government owned and controlled corporations beating deadlines resulting to zero interest on general funds and prepares abstract and report of collection and disbursements.
Records and files agency check receipts and disbursements  which leads to easier auditing and easier access for budget balances. 

Reconciles treasury cash book with accounting office’s general ledger, achieving balance on credits and debits.
Perform other related duties as requested or as responsibilities dictate, e.g. assists in monthly collection of municipal fees and real property taxes

Sales and Merchandising Staff
Besao Multi-Purpose Cooperative

Besao Mountain Province

Assists in preparing Purchase Orders and Requests refraining from stock outs. Introduced new shelf stocking on merchandise leading to higher profitability and 15% increase on sales. Handles customer queries providing  satisfaction and retention.

EDUCATIONAL ATTAINMENT:


Bachelor of Science in Commerce 
Major in Financial Management
Saint Louis University, Baguio City

May 2006

SKILLS & STRENGTHS:
 

· Computer literate, competent in MS Word, Excel, Powerpoint and the Internet.

· Well developed communication skills.

· Flexible and pro-active. Ability to work under pressure and perform tasks with minimal supervision. 

· Dedicated self-starter with the ability to identify, assess and resolve problems quickly and effectively.

· Highly motivated and challenge-oriented with discipline, drive and a positive attitude.

SEMINARS ATTENDED:

· “Seminar-Workshop on the Establishment of an Archival System”

(National Archives)

· “Seminar-Workshop on Mastering the Basics of Communication”

(Council of Personnel Officers in coordination with Civil Service Commission-Phil.)

· “ Good Governance is Good Business, An initial Look at Corporate Governance”

(Total Quality Learning Center- Saint Louis University)

· “ Careers and Trends, Ethical and Professional Conduct in Financial Management”

(Total Quality Learning Center- Saint Louis University)

·  “ Current Asset Management: Cash, Credit and Inventory”

(Total Quality Learning Center- Saint Louis University)

