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Nila.98983@2freemail.com 
Dear Sir/Madam:

I have the honor to apply as a Recruitment Officer with expected salary of 4,000AED a month   in your prestigious company/department which may qualification may fit.

Attached is my CV for your reference.  I would appreciate for giving attention  for my said application.   You can contact me at your most convenient time to the Nos. indicated above for a personal interview and I would bring all my other credentials.

Thank you so much.

Very respectfully yours.

NILA
NILA 
Nila.98983@2freemail.com 
Professional Objective:
To be part of a well established company that will provide a very challenging  opportunity for career advancement and to eagerly  contribute outstanding skills and strong  commitment in achieving  the organization’s goal.
Executive Profile:

Pro-active and result oriented Administrative Officer/Personnel Officer and a well organized and established  Consultancy and Auditing Firm. Posses  good organizing and interpersonal  skills, detailed oriented, with proven ability to successfully contribute to the company’s objective. Strongly self-motivated and committed professional.  

Area of Strength:
Administrative  Officer/Assistant

Personnel Officer

Legal officer/Researcher

Legal assistant/Researcher

Highly computer literate with excellent skills in software packages like
        MS Word, Word Excel, and a typing speed of 60wpm.
Academic Achievements

Graduates Studies
Course


Bachelor of Laws

School



San Pablo Colleges

Address


Province of Laguna, Philippines

Inclusive dates of Attendance
1990 – 1994
TERTIARY

Course


Bachelor of Arts

Major



Economics

School



Laguna College

Address


Province of Laguna, Philippines

Inclusive dates of Attendance
1986 – 1990

VOCATIONAL

Course


Computer Science

School



Master Technical Training Center

Address


Province of Laguna, Philippines

Year Graduated

May 4, 1996
Professional Work Experienced:

July 16, 2003   to June 29, 2006
Legal Officer/Researcher 






Department of Agrarian Reform (DAR)






Legal Division






Laguna, Provincial Office






Philippines
*
Prepares pleadings  such as complaint, answer, reply, rejoinder, position paper, memoranda  and other legal forms and papers to the  Court either Judicial or Quasi-judicial bodies;

· Conduct investigation, inquiries as pending cases for purposes of gathering facts information that may  be needed by the office in the performance of its  functions;

· Assist Chief of Legal Division in reviewing  and studying applications for certification of documents of land transaction for registration with the  Register of Deeds as directed  by the Provincial  Agrarian Reform  Officer and submit legal documents relative thereat;

· Conduct  Ocular Inspection (OCI) of property  under investigation

· Prepare and submit  accomplishment report to be submitted to the Division Chief every end of the month;

· Represents  farmers to the Department of Agrarian Reform Adjudication Board (DARAB)  where cases arises from and or connected  with Agrarian disputes;

· Mediates/ conciliates Resolved  DAR Clientele regarding  agrarian conflicts and disputes;

· Renders legal advice or opinion to the tenants-farmers, farm-workers and other CARP Beneficiaries and stakeholders;

· Performs  such other duties that may be assigned from time to time
Other Functions:



Researcher



Paralegal Trainer



Farmers Paralegal Desk Officer



Provincial Quick Response Officer
Aug. 15, 2000 – Oct. 15, 2002

Administrative Officer/Assistant





ACG Jose Consultants Co. 






Suite 301, Mercantile Insurance Bldg.,






  cor. Gen. Luna & Beaterio Sts.






Intramuros, Manila






Philippines
· Assists the management in the implementation of Company Rules  and Regulations;  

· Assists in the Recruitment, Selection, Hiring, Promotion, Evaluation and termination of employees; 

· Prepare Memorandum to the Personnel/employees who violate the company Rules;

· Prepare communications/inquiries to all agencies needed by the company;

· Assist the management in gathering information relative to the operation of the business

· Prepare and request Legal opinion to the Bureau of Internal Revenue;

· Research, compile updated  Revenue Regulations Rulings;

· Assist the management in Labor matters;

· Prepare Inter-Office communications;

· Attend meetings/conferences, seminars, training;

· Prepare other legal documents as the company needed: 

Special Power of Attorney
Contracts or Agreements

General Power of Attorney
Pleadings/Resolutions

Affidavit


Memorandum
June, 1996 – Aug,  2000
        

 Legal Assistant/Researcher






Epifanio E. Gamo, Jr. Law Office






Notary Public

Province of Laguna

Philippines
· Prepare pleadings  such as complaint, affidavit complaint, answer, reply, rejoinder, appeal, motion and others on case to case basis;

· Interview clients, gather data and documents essential to the case;

· Prepare annexes to the pleadings filed;

· Discuss with my “Boss” the facts of the case in the try to study the weight of the case and possible defense;

· Attend hearing  in the preliminary investigation of criminal cases;

· Research all laws, jurisprudence, citations to the case handled;

· Assist in the monitoring of cases until the same become final and executory
PERSONAL INFORMATION

Date of Birth

:
April 20, 1969

Place of Birth

:
Laguna, Philippines
Civil Status

:
Single

Nationality

:
Filipino

Sex


:
Female

Visa Status

:
Visit Visa
Date of Entry

:
June 19, 2006
10
5

