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OBJECTIVE:

To be a part of an Organization where I can utilize my skills and to enhance it further thereby contributing to the growth and productivity of the company I intend to work with.

HIGHLIGHTS OF QUALIFICATIONS

· Can work in Administration & Secretarial job.
· Computer Literate

· Dedicated, Hardworking and achievement oriented

· Reliable, adaptable and fast learner

· Committed in accomplishing task

· Efficient

· With good communication skills

EMPLOYMENT BACKGROUND:


Company

:
SINTEK PHOTRONIC CORPORATION





Industrial park Tainan, Taiwan

Position

:
Final Inspector

Date


:
August 9, 2005 – February 29, 2008
  Duties and Responsibilities: 

· Ensure the material are clean and there are no other reject before passing to the next station.
· Responsible in assuring good quality before passing to the final “QA”
· Assisting and teaching new Filipino workers as well as translating basic Chinese language.
Company

:
BANGKO MABUHAY




Naic, Cavite 

Position

:
On the job training

Date


:
March 15, 2004 – June 21, 2005
Duties and Responsibilities: 

· Assist client for new loans. 
· Documentary of account details, etc.
· Typing job, data encoder, filling and other miscellaneous duty as assign. 
Company

:
PUERTO AZUL GOLF & COUNTRY CLUB




Ternate, Cavite

Position

:
Front desk clerk

Date


:
March 2002- February 2004
  Duties and Responsibilities:

· Assign room and registers guest in accordance to the establishment procedure.
· Familiarize the arrival for the day; take note of special arrangement, VIP and guest booking.
· Give out accurate information to inquiries and accepts phone in and over the counter reservation.
· Control front desk computer system.
Company

:
I-MART CORPORATION





Naic, Cavite

Position

:
On the job training


Date


:
November 2001 – January 2002

  Duties and Responsibilities:

· Handle Cash register & Responsible in credit card verification

· Deal with customer needs.

· Daily turn over of sales report.

SEMINARS ATTENDED:

VAT - A solution to the financial crisis or a burden to the people.

February 24, 2005

PUP Sta. Mesa Manila – Empowering the youth to be the next in line.

February 11, 2005

PUP Sta. Mesa Manila – Financial and risk management.

September 23, 2003

PUP ME Gymnasium – Time and stress management and management Ethics.

November 14, 2002
PUP ME Gymnasium – Entrepreneurship and E-global Marketing.


August 28, 2002

PUP ME Gymnasium – Carry on the flame of genuine leadership and service for student rights and welfare.

January 19, 2002

PUP ME Gymnasium – Inventory Planning and control.


November 20, 2001

PERSONAL DATA:


Birthday

: December 21, 1984

Civil Status

: Single


Citizenship

: Filipino


Gender

: Female


Religion

: IDBCJ

Height


: 5’4

Languages

: Tagalog / English

EDUCATIONAL ATTAINMENT:
            BACHELOR IN BUSINESS ADMINISTRATION

MAJOR IN MANAGEMENT
Polytechnic University of the Philippines, Maragondon Cavite
