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Job Objective
To apply my skills and contribute to the growth of the company and gain knowledge in various business operations that will further enhance my potential ability and strength. 
PERSONAL DATA
Date of Birth


:
April 23, 1986
Citizenship


:           Filipino
Height



:            5’2”
Religion


:            Roman Catholic
 
EDUCATIONAL BACKGROUND
College:                 Bulacan States University                                   2003-2007
                              Malolos City, Bulacan, Philippines


      Bachelor Of Science in Mathematics


      Major in Computer Science
WORKING EXPERIENCE
Postal Bank Of The Philippines
Administrative Assistant
2007-2009
·  Perform general clerical duties to include but not limited to: photocopying, faxing, mailing, and filing
·  Answer telephones and transfer to appropriate staff member. 
· Create and modify documents using Microsoft Office. 
· Provide office support that is confined to one or two specific tasks, such as filing or data entry.
North Cen Distribution Incorporated
Accounting Staff/Encoder
2009-2010
· performs many different administrative tasks such as word processing, filling out paperwork, and maintaining records and files.
· responsible for storing and filing completed information and maintaining records of work tasks and completed documents.
· required to contact customers and individuals regarding information.
· responsible for answering phones and making copies for other employees.
· typically keys information directly into the computer, but some scan documents and fill in any missing information.
SKILLS
Adept in computer knowledge of:
Windows 2000 (MS Word, MS Excel, MS Power Point);Internet explorer
Typing
    I hereby certify that the above information is true and correct to the best of my knowledge and belief.                                                                                                                                                     
