Barra
Barra.9530@2freemail.com 
________________________________________________________________________________________

PROFESSIONAL EXPERIENCE

BUREAU OF INTERNAL REVENUE     



                    Quezon City, Philippines

Executive Assistant to the Commissioner



    September 2004 to December 2005

SALVADOR GUEVARA & ASSOCIATES



       Makati City, Philippines

Legal Secretary






             June 2003 to September 2004

BUÑAG & ASSOCIATES





         Pasig City, Philippines

Legal Secretary






                     June 2002 to June 2003

ROCO BUÑAG KAPUNAN & MIGALLOS LAW OFFICES

         Pasig City, Philippines

Legal Secretary







 February 1989 to June 2002

ALVIAR ENTERPRISES





      Makati City, Philippines

Secretary






            October 1988 to January 1989

Duties & Responsibilities

•
Taking charge of incoming and outgoing documents, encoding and processing legal documents such as minutes, contracts, agreements, secretary’s certificate, affidavit, general information sheet, letters, pleadings etc.

•
Handled secretarial and general administrative duties, such as typing, filing, faxing, copying and mailing.

•
Prepare for meetings and correspond with member’s representative on upcoming meetings.

•
Maintain in-office calendar, keeping track of schedules/ appointments.

•
Answer phone calls, greeted and assisted visitors.

•
Handle for business travel abroad.

PROFESSIONAL TRAININGS AND SEMINARS

Formulation of Mission Vision

of Roco Buñag Kapunan & Migallos

Law Office

February 2000

Executive Assistants

October 1, 1999

Semantrix, Inc.

AIM Conference Center

Makati City

Team Builders (Core Values)

Strata 2000 Building

January 1997

EDUCATION

Makati Polytechnic Community College

Makati City, Philippines

Bachelor of Science in Secretarial Administration

Graduated 1982

University of Saint Anthony

Iriga City, Camarines Sur, Philippines

Graduated 1977

Sta. Justina West Elementary School

Buhi, Camarines Sur, Philippines

Graduated 1973

PERSONAL BACKGROUND

Born on July 19, 1959 in Bicol, Philippines.  Age 46, 5’3”, 128 lbs., Married , Roman Catholic, Fluent in English and Filipino.  Knowledgeable in Windows 95-98-2K/XP, Microsoft Office 2003, Lotus Notes, Microsoft Outlook, Vfax and the Internet.  

