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Position Applied: Secretary/Admin/office related works

PROFILE

· Experienced and can perform general office/clerical works
· Worked as admin assistant, performs reports and dealing to clients 
· Knowledge in computer
CAREER OBJECTIVE

To achieve corporate goals, and enhance my skills and experiences for assigned tasks and responsibilities.
WORK HISTORY
July 2013- Present



Administrative Assistant
Company: Reputed Group, Dubai UAE
Job Responsibilities: 
* Performs office works, inventory as well
* Preparing Time and Attendance sheets

* Preparing daily and monthly reports for cleaning and MEP department

* Front liner and dealing with staff and clients.
2011-2013-Supervisor/Admin

Company: Oriental Pension Plaza Ormoc City, Philippines

Job Responsibilities:

*Supervises staff and performs general office works

2008-2011-Housekeeping staff/ Receptionist

Company: Century Plaza, Cebu City Philippines

Job Responsibilities: 

*Responsible and making sure allocated guest rooms are in good condition

2006-2007-Administrative Assistant
Company: Charter Hands Staffing Inc.

Job Responsibilities:

*Coordinated to Head office/clients. Kept daily Time Sheets and assisted Employees needs

2005-Bank Teller/Cashier

Company: Rural Bank of Albuera Leyte, Philippines

Job Responsibilities:
*Forefront of customer cares; effectively accommodates the clients




*Performs telleringand cashiering functions

2002-2003-Encoder/Office clerk

Company: Ormoc Police Station Office, Philippines

Job Responsibilities:
 *Includes filing, keeping important records and involving office works

2000-2002-Computer Encoder/Office clerk

Company: Ormoc Public Market Administration Office, Philippines

Job Responsibilities: 
*Includes data encoding and keeping important records

1998-2000-Front desk/ Receptionist

Company: 3M Pension, Ormoc City Philippines

Job Responsibilities: 

*Front liner, assists guest needs

TRAININGS/CERTIFICATES
2009-Food attendant/Waitress Trainee

Company: Ormoc Villa Hotel, Philippines

2003-Housekeeping Stewardship Course

Magsaysay Training Center, Intramuros Metro Manila, Philippines

2002-SOLAS(Survival of Life at Sea)

Basic Safety Course

Cebu City, Philippines
1998-Marketing Trainee

Supercat(Universal AboitizInc.)

*National Certificate II in food and Beverage Services

Technical Education & Skills Development Authority(TESDA)
EDUCATIONAL BACKGROUND

2008-2009

Food & Beverage Services

Ormoc International Polytechnic Academy-Ormoc City, Philippines
1998-BACHELOR OF SCIENCE IN COMMERCE

Major in Management

University of Cebu-Cebu City

1996

Computer Science

University of San Carlos-Cebu City

1989-1982
SECONDARY

Saint Peter’s College, Ormoc City Philippines

1983-1989
ELEMENTARY

Saint Peter’s College Ormoc City, Philippines
PERSONAL DETAILS:

Nationality
:
Filipino

Marital Status:

Single

Religion
:
Roman Catholic

I hereby certify that the above mentioned is true and correct to the best of my knowledge and ability.

