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DESIRED POSITION

Receptionist cum Secretary / Document Controller 

OBJECTIVE

To secure a position where my existing skills in the areas of Education and client service can be utilized by a progressive and innovative company.

QUALIFICATIONS

I am committed to professionalism with good communication skills; highly organized; work under strict deadline schedules with attention to detail; monitors progress & program development; have excellent computer skills (Proficient in Microsoft Office Applications: Word, Excel, Power Point) and internet.

WORK EXPERIENCE

· Microsoft Office Educator

Roxy Lefforge Foundation College, Philippines

August 2002 – June 2008

Duties & Responsibilities

Resourceful teaching with the use of innovative materials, design the curriculum to develop & enhance the knowledge of students to become proficient in MS Office Applications. Evaluate and assess students by developing activities & programs & maintain good rapport with students and co-workers.

PROFESSIONAL DEVELOPMENT & COMMUNITY ACTIVITIES

ON the JOB TRAINING
· Document Controller
Rural Bank of Palayan City, Nueva Ecija, Philippines

January-March 2002

Duties & Responsibilities

Responsible for all facet of document control processes. Responsible for facilitation checking and approval of project design documentation. Assisting Managers in preparation, issue and administration of specifications, tenders and quotations associated with current major development. Development of documentation and maintenance of the municipality documentation control system associated with major development projects. Ensuring all work assign completed in time. Improving document processing forms, templates, spreadsheets for document control efficiencies. Carrying out other responsibilities that may assign from time to time.

· Receptionist cum Secretary
Federal Express (FedEx)

NAIA Complex, Paranaque City, Manila, Philippines

April-July 2002

Duties & Responsibilities

Attending incoming calls. Preparation and Management of official correspondences and

documents. Travel arrangements and managements for the Manager and colleagues.

Establishment and maintenance of systematic files and records. Takes dictation and

carries out direct instruction from the Manager. Efficient reception and excellent

customer service. Screening and placing of incoming and outgoing calls.

EDUCATIONAL  ATTAINMENT 

Bachelor of Science in Information Technology

College for Research & Technology

Cabanatuan City, Philippines

Graduated April, 2002

TRAINING / SEMINARS ATTENDED 

 E-Commerce

 Web Page Design

 Visual Basic

 LINUX Networking

PERSONAL DETAILS:

Date of Birth:

08 October 1980

Place of Birth:

Cabanatuan City, Philippines

Civil Status:

Married
Sex:           

Female

Nationality:

Filipino

Religion:

Christian

