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Objective:
To obtain job that could help develop my skills and knowledge in communication as well as in dealing with people to open new opportunities for self-development.

Skills:
Computer Literate; can operate computer, typewriter, photocopier, fax machine and other office equipments; Good Customer Skills or Personal Relations; Sales and Marketing.
Experiences:





ASSISTANT LIBRARIAN





Roxy Lefforge Foundation Colleges





Palayan City, Nueva Ecija, Philippines





From June 2004 to April 2006





Job Description


Assists the Librarian in facilitating students who borrow and return book in the library; coding and encoding books; and doing the monthly inventory to ensure that all books that had been borrowed are returned.
BOOKEEPER




Roxy Lefforge Foundation Colleges





Palayan City, Nueva Ecija, Philippines





From May 2006 to March 2007
 
Job Description


Records all receipts remitted by the Cashier and encode it to the computer.  Checks the number and the total amount of the receipts and vouchers for the month and tallies it to ensure the balance of incoming and outgoing of the income and expenses.

RECEPTIONIST


Hotel Tierra 
                                                San Jose,Cabanatuan City,Philippines
                                                July 2007 to June 2008

 Job Description

Welcomes and accommodates guests and visitors; receives telephone calls; entertains inquiries and usher guests and visitors that need extra assistance.

Education:
Course:
Computer Science


Asian College of Science and Technology


Cabanatuan City, Philippines


School Year 2000 – 2001 and School Year 2007 – 2008


Undergraduate


Personal:
Nickname
May

A g e 
25

Birthday
May 20, 1983

Birthplace
Aliaga, Nueva Ecija, Philippines

S e x 
Female

Height
5’3” tall
Weight
110 lbs
Citizenship
Filipino

Marital Status
Married

Language Spoken
English, Tagalog

