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OBJECTIVE: To be able to equip my efficient administrative skills, leadership skills, negotiation skills to take the lead in achieving of the organization’s mission and vision. And I am ready enhance other report writing and project presentation skills for the good of the company.
WORK EXPERIENCE

Admin Assistant – On-The-Job Training

Duties & Responsibilities:
· Front Desk Personnel/ Receptionist
· Assisting walk-in clients
· Answering calls and transfer to appropriate staff member

· Create and modify documents using Spreadsheet and Google Drive
· Perform general clerical duties to include but not limited to: photocopying, mailing, and 
filing
· Maintain hard copy and electronic filing system.
· Collect and maintain gadgets

· Gadget Inventory Checking
· Sign for and distribute Mail Merge/ DHL/PhilPost packages.
· Research, price, and purchase office furniture and supplies. 

· Coordinate and maintain records for staff office space and phones

· Key Management 
· Monitoring of intern’s attendance for cut-off payroll
· Provide office orientation for new interns
Web Marketing Assistant - On-The-Job Training


April 2014 – August 2014
Group






 

, Makati City, Philippines


Duties & Responsibilities
· Web Marketing
· Research new markets
·  Set up and coordinate meetings
· Taking minutes in weekly OPS Report
· Identify top traffic sites
· Music Inventory
· Consolidate Weekly Report Scorecard for Music
· Provide status weekly music report to management
· Maintain electronic filling

· Support staff in assigned projects
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TRAININGS/ SEMINAR/ WORKSHOPS ATTENDED

7 March 2014

Go Negosyo: 6th Filipina Entrepreneurship Summit 




World Trade Center, Pasay City

November 2013

Dynamics Communication Seminar




St. Paul University Manila

30 September 2013

Entrepreneurial Success in the World of Gastronomy




Event Organizer





St. Paul University Manila - HRM Training Center

2 August 2013

CBM 2nd Research Forum 




St. Paul University Manila- Founders Hall

14 May 2013


Eco-friendly Products: Be Green Minded




Event Organizer





St. Paul University Manila

9 May 2013


 F4: Fashion, Food, Fame and Fun





Event Organizer




St. Paul University Manila- Founders Hall

7 September 2012

The Seven Secret of Success




St. Paul University Manila

14 July 2012


Jump-starting a Career in Finance 




Grace Auditorium, Word of Hope Church Quezon City

24 February 2012

Pilipinas Natin - Balangay Magdiwang 





St. Paul University Manila- Fleur-De Lis Auditorium

10 September 2011

Philippine Stock Exchange Academe Week 2011: Basic Stock 



Market Investing Seminar




Phil. Stock Exchange Centre, Exchange Road, Ortigas Center



Pasig City

August 2011


Aktus: Accounting Software Seminar




St. Paul University Manila

EDUCATIONAL BACKGROUND
2010- 2015
 

St. Paul University Manila




Bachelor of Science in Entrepreneurship





Malate, Manila

2006- 2010


Fort Bonifacio High School




Makati City

AFFILIATIONS/ORGANIZATIONS


Junior Finance Executives


Member, St. Paul University Manila, 2010-2012


EntrePaul Society


Member, St. Paul University Manila,  2012-2015

ACHIEVEMENT


Best Group in Consumer Behavior, St. Paul University Manila

SKILLS AND QUALIFICATIONS

· Proficient in speaking and writing in English
· Internet savvy with a proven expertise in using MS Office and iWork applications 

· Knowledgeable in basic editing video- editing using iMovie

· Knowledge of filing and updating records
· Able to get along well with co-workers and accept supervision.
· Willing to try new things and am interested in improving efficiency on assigned tasks
· Ability to work independently and as part of a team
· Excellent customer service orientation
· Able to manage stress timely and effectively
· Has willingness to learn and be trained. 
· Trust-worthy and dependable
· Able to work efficiently in a dynamic, multi-tasking environment
PERSONAL INFORMATION

Visa Type


:
Visit Visa 

Date of Birth


:
15th November 1993
Age



:
21
Gender


:
Female
Citizenship


:
Filipino
Civil Status


:
Single

*Character Reference available upon request

