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· A friendly competent and hardworking employee, with strong organizational and motivation skills.

SUMMARY

· Commitment to excellence in client services with quick resolution of challenges.

· Superior communication and interpersonal abilities, works well with all levels of staff and management.

· Demonstrated expertise in management skills.

WORKING EXPERIENCE

· Administrative Aide III

City Gov’t. of Zamboanga – Office of the City Engineer

August 16, 2006 – February 13, 2009

· Prepares communication/transmittal letters.

· Prepares Performance Evaluation System of colleagues (using Microsoft Excel)

· Prepares Memorandum Order.

· Prepares Certification (employment).

· Prepares tendered documents pertaining to Detailed Engineering for various infrastructure projects (Project Procurement Management Plan, Bill of Quantities and Contract Agreement).

· Prepares Notice to Proceed and ASPP (ESAO).

· Prepares report and filing of documents (Inventory Files of different Infrastructure Projects and Notice to Proceed using Microsoft Excel).

· Attends to walk-in queries and telephone inquiry.

· Perform other related tasked as may be assigned.

· Market Specialist I

Phil. Health Insurance Corp., Zamboanga City


July 01, 2003 – June 30, 2006

· Coordinate with various offices/agencies as regards program presentation      

      or conduct of researches and interviews.      

· Conduct information and education campaign to target organized groups      

      or individuals.

· Attend to telephone and walk-in queries and complaints of members and 

      stakeholders.

· Conduct screening and validating membership applications.

· Prepare simple to moderately complex correspondence and reports.

· Prepares Bi-Monthly and Monthly Reports using MS Excel.

· Assist in training/skills development of lower level staff of the unit.

· Assist in gathering and analysis of various market information needed in 

      the marketing program.

· Member Services Assistant

Phil. Health Insurance Corp., Zamboanga City

Sept. 09, 2002 – June 30, 2003

· Consolidate accomplished membership forms.

· Assist in the preparation of various reports/documents as may be assigned.

· Establish and update database of marketing status-monitoring system.

· Assist in generating marketing-related pro forma letters/correspondence.

· Perform other related tasks as may be assigned.

· Instructor I 
System Technology Institute, Zamboanga City

Sept. 2001 – June 2002

· Teaches grammar, literature, technical writing and perform other related tasks as may be assigned.

SEMINARS/TRAININGS ATTENDED

· Values Orientation Workshop (VOW)

Civil Service Commission – IX, Zamboanga City

March 28-30, 2007

· Certificate  of Training

Civil Service Commission – IX, Zamboanga City

January 12, 2007

· Seminar-Workshop on Social Health Insurance

PhilHealth Reg’l. Office – IX, Zamboanga City

February 23 – 24, 2006

· Gender and Development (GAD) Orientation Seminar

PhilHealth Reg’l. Office – IX, Zamboanga City

November 20, 2003

· Re-Echo Seminar on Productivity Improvement Strategies

PhilHealth Reg’l. Office – IX, Zamboanga City

May 28, 2003

· Professional Effectiveness Organizational and Strategic Realignment

System Technology Institute, Zamboanga City

April 8 - 10, 2002

EDUCATION

COLLEGE:
Western Mindanao State University

March 2001



Bachelor of Science in Secondary Education (major in English)



Center of Excellence Scholarship Recipient



Bachelor of Liberal Law



College of Law
Western Mindanao State University

36 Units Earned
ELIGIBILITY

· Philippine Licensure Examination for Teachers

August 2001

76%

· Career Service Sub Professional

August 2000

80.56%

SKILLS

· Computer Literate (MS Office Word and MS Excel)

· Good interpersonal relationship and managerial skills

PERSONAL INFORMATION

Birth Date:
July 3, 1981

Civil Status:
Single

