ARNIE

Arnie.8994@2freemail.com 





OBJECTIVE

To apply the different knowledge and skills that I have gained based from my chosen field and continually learn and develop that skills as well as to put it in action. 

SKILLS


Computer literate


Knowledgeable in MS Office such as Excel and able to make a presentation in MS Powerpoint.


Hardworking and able to work under minimum supervision.

PROFESSIONAL EXPERIENCE

NORKIS-YAMAHA GROUP OF COMPANIES (June 17, 2003-September 27, 2006) 

# 11 Calbayog corner Libertad Sts Mandaluyong City Philippines

Position:


EXECUTIVE LEGAL SECRETARY

Duties and Responsibility:


Scheduled diaries of seven lawyers of the company 


In charge in encoding data and information of the clients.


Responsible in organizing and filing documents in the entire legal department of the company


Calendared deadline of pleadings and hearings of counsels.


Assisted the General Counsel in researching different jurisprudence, memorandums, circulars, new laws, news and other legal materials.


Served as personal assistant to counsels in encoding their paper works and other needs.


Receptionist of the firm


Accountable in communicating with clients regarding to their legal matters.


Commune with different courts with regards to the progress of cases.

Land Bank (Philippines)

( January – March 2003)

Quezon Avenue Lucena City Philippines

Position:


ON THE JOB TRAINEE

Duties and Responsibilities:


Assisted Land bank employees in encoding data and information of clients regarding to their clients loans.


Responsible in answering and transferring different calls in the loan department of the bank.


Helped employees in organizing and filing data and records of their clients.

EDUCATION and ACHIEVEMENTS

June 1999 – March 2003

SACRED HEART COLLEGE 






Enriquez St Lucena City Philippines

Bachelor of Science in Commerce major in 


Management


Consistent Dean’s Lister


Service and Leadership Awardee


Served as treasurer and auditor of school organizations and president of different clubs.

November 2003 – November 2005
LYCEUM OF THE PHILIPPINES 






College of Law






Makati City, Philippines






Bachelor of Laws

April 8 2006-July 8,  2006
INTERNATIONAL SCHOOL FOR CULINARY ARTS AND HOTEL MANAGEMENT (ISCHAM) 




4th Floor FBR Building Katipunan St. Quezon City Philippines






Certificate in Fundamentals in Pastry Arts

November 26, 2005 – March 4, 2006
INTERNATIONAL SCHOOL FOR CULINARY ARTS AND HOTEL MANAGEMENT (ISCHAM)


4TH Floor FBR Building Katipunan St. Quezon City Philippines


 Certificate in Fundamentals in Culinary Arts

PERSONAL BACKGROUND


BIRTH


:
July 6, 1982


AGE


:
24 years old


CIVIL STATUS

:
Single


RELIGION

:
Catholic


VISA


:
on a visit visa up to January 2, 2007

With duly authenticated documents from UAE Embassy in Manila

