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Eden.141214@2freemail.com 
Career Objective:  To be part of an Organization wherein I could utilize the best of my ability, take on challenges that will broaden my capabilities and be able to continue to the better good of the company

	Work experience
	Dec. 27, 2002 –January 22, 2012                                                              ANGARA ABELLO CONCEPCION REGALA & CRUZ      Taguig City

Legal Secretary

[Intellectual Property Department]

· Drafting of trademark and patent search reports taken from the local database of the Intellectual Property Office as well as from foreign databases in major jurisdictions like U.S., Canada, and the European Union

· Preparation and marshalling of evidences and annexes to legal pleadings

· Monitoring and following up relevant deadlines and sending of timely reminders to client IP owners

· Finalization and revision of correspondences, including letters, facsimiles, email messages released by post to clients and other foreign and local addressees

· Monitoring of all incoming correspondences, including emails of lawyers

· Preparation of transmittal letters of Official Issuances from government authorities, including Notices of Allowance, Notices of Issuance and Publication and Official Actions to clients and other local and foreign addressees

· Preparation, revision and finalization of legal pleadings pursuant to lawyers’ specifications for filing and submission with courts, tribunals, and other government agencies

· Monitoring of lawyer’s appointments and schedules, including court appearances, trials, hearings, meetings and conferences, interviews with witnesses, and other official and social meetings
· Monitoring of lawyer’s daily schedules and daily service reports

· Preparation, photocopying, labeling, sorting and collating of annexes and exhibits to pleadings

· Monitoring, receiving and making telephone calls, inquiries/appointments and updates with local and foreign individuals and entities

· Preparation, revisions, finalization and notarization of formal documents required by courts and other tribunals, including Verification pages, SPAs, Affidavits and various legal documents

· Management of all incoming and outgoing documents of lawyers, and categorizing the same as to its importance, urgency and distribution
· Preparation and transmittal of status reports, orders, resolution, notices and pleadings 

· Preparation of billing and collection letters to clients

· Maintains and files confidential records accordingly

· Administration of office supplies and other records

· Preparation of regular reimbursement requests for lawyers

· Transcription and note-taking including information given by dictation 

· Other tasks which may be assigned by immediate supervisors and management
05 August 1999 – 17 December 2002     

Headway Engineering & Industrial Supply/        Parañaque City

Fabriphil Industrial Resources

Secretary  cum Admininstrative Assistant 
· Monitoring all incoming/outgoing documents and categorizing the same as to its importance, urgency and distribution

· Preparation, revision and finalization of letters, quotations, sales invoice, delivery receipts, memos, etc.

· Monitoring, receiving and making telephone calls, inquiries, follow up collection and updates to clients

· Coordinating with company’s suppliers

· Preparation of company profiles for sales agent on field

· Monitoring collections, sales book, sales commissions and sales report of all sales representative

· Responsible on accounting works such as company’s general payroll, representation and transportation allowance

· Preparation of remittances for government agencies (Bureau of Internal Revenue, Social Security System and Philhealth)

· Prepares the company’s year end report of ITR (Individual Income Tax Return)

· Responsible in preparing monthly VAT Withheld and Expanded Taxes

· Maintain and files confidential records accordingly

· Handling of Administrative and Human Resources work

· Monitoring office supplies consumption

· Other task which may be assigned by the President and immediate supervisor

	Education
	Baccalaureate Degree             June 1995 – May 1999
Bachelor in Office Admin.             Polytechnic University of the Philippines           

                                                 Mabini Campus, Sta. Mesa, Manila 

Secondary                                June 1991- March 1995 

                                                 Paranaque Municipal Highschool

                                                 Dr. A. Santos Ave., Sucat, Paranaque

Primary                                       June 1985 – March 1991

                                                 Tambo Elementary School

                                                 Tambo, Paranaque

	Trainings Attended / On-the-job trainings
	National Starch & Chemical Co  Bagumbayan, Taguig 

 Ablestik Dept.                              December 8,1998 to January 19, 1999

Medical Center of Manila           1122 Gen. Luna St., U.N. Ave, Manila

                                                     January 16 to February 17, 1998

RTC Branch 44                            Manila City Hall, Manila

                                                  July 17 to September 01, 1997

Portek Phils. Inc.                       153 Pinatubo St., Mandaluyong City

                                                  Nov. 18, 1996 to February 10, 1997



	Seminars/Workshops Attended
	“Ethics in the Workplace” June 11, 2010, Island Cove Hotel and 

Leisure Park, Binakayan, Kawit, Cavite  

Sponsored by: Angara Abello Concepcion Regala & Cruz, IP Department 

“Empowering Dynamic Secretaries & Admin Assistants” 

April 28, 2010, Mandarin Oriental Hotel, Makati 

Sponsored by: Harry Pound Consultants Inc.
“Problems Areas in IP Administrative Procedures”                                                                             June 12, 2009  Fontana, Subic
Sponsored by: Angara Abello Concepcion Regala & Cruz, IP Department
“The Changing Role of Legal Secretaries”                                      August 23, 2008, Southridge, West Tagaytay City
Sponsored by: Angara Abello Concepcion Regala & Cruz, IP Department
“IPD Support Staff/Secretaries Work Output Resolutions”                 June 01, 2007, Ayala Alabang Country Club 
Sponsored by: Angara Abello Concepcion Regala & Cruz, IP Department
“Adopting Procedures Manual for the IPD”                              December 29-30, 2006, Subic Yacht Club
Sponsored by: Angara Abello Concepcion Regala & Cruz, IP Department

“Basic IP Administrative Procedures”                                                                                     May  27-29, 2005, Camp John Hay, Baguio City
Sponsored by: Angara Abello Concepcion Regala & Cruz, IP Department

	Skills
	Stenography 60-80 wmp (Filipino/English),Computer Literate (Microsoft   Word, Excel, Powerpoint), Typing (60-100wpm); and can operate office machines (fax, photocopier, scanner, PABX)

	Personal Data
	Age
:
33 Years Old
Date of Birth 
:
January 20, 1978

Place of Birth
:    Binanuaanan, Pili, Camarines Sur
Citizenship

      :
Filipino
Religion
:
Roman Catholic
Civil Status

      :
Married

Issued at

     :
Manila, Philippines
Valid Until

     :
05 February 2013
Visa Status                        :      Visit
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	                                                                                                         Available upon request
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