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POSITION APPLIED: SECRETARY
CARRER OBJECTIVE
To impart my chosen field of service in this new environment which could possibly take a big step in ensuring that my worthwhile effort could give great contributions in the distant future
	 PROFILE
	


· a friendly and professional telephone manner

· the ability to vary your approach depending on the guest

· patience and tact

· good problem solving skills and the ability to think quickly

· the ability to use computer

· positive driven attitude in dealing with the societies
· seeks and initiates new bright ideas to meet demands
· hardworking,  trustworthy, highly motivated, to ensure that the task are well done accordingly

Academic
:   Computer Science – 1998
                             Acsat Computer Learning Center


     Cagayan de Oro City, Philippines
JOB/WORK OF EXPERIENCE

	Malaybalay City Trial Court

City Hall Compound
	February 8, 2001  to May 15, 2008

	Bgry. 01, Malaybalay City 

	Bukidnon, Philippines
	


Position : Assistant Clerk of Court
· encode judgment base on compromise agreement

· encode dismissal orders base on motion to dismissed filed by the complainant

· encode writ of execution

· prepare the Annual Procurement Plan  for the budget of  the office for whole year

· prepare the monthly allowances of the Judge

· handles all incoming and outgoing correspondences

· responsible for monthly inventory of office stationeries

· ensures filling system is up-to-date and organized reports, maintain up-to-date paper and electronics files, etc

Chowking Food Chain                                                   August 25, 1997 to March 30, 1998
Limketkai Archade, Cagayan de Oro City
	Cagayan de Oro City,  Philippines                                       


Position : Cashier (Part time Job)
· takes the food check from the customer or waiter/waitress
· double checks the figures
· rings up the amount on the cash register and makes change
· performs switchboard duties on an as-needed arises
· responds to customers over the phone in answering questions
TRAININGS & SEMINARS ATTENDED

· Follow-up Training Workshop on the  Automated Information System for LBP-IRF Assisted Cooperatives
· School of Basic Management
· Upgrading for Pre-bid and Award Committee Documents
· Certificate of Completion of Strategic Management
· Assessment Technique for Perfection of Project Contract Documents, Purchase Order, Job-Order, etc.
PERSONAL DETAILS

Birthdate
:
January 21, 1976

Place of Birth
:
Malaybalay City, Bukidnon , Philippines

Civil Status
:
Married
Height

:
5 feet 3 inches

Languages
:
English , Tagalog and Cebuano
Citizenship
:
Filipino

