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· To engage myself in a challenging and rewarding position in which I can increase my current skills and knowledge; wherein there is the opportunity to learn new skills; to further my personal development and most especially to contribute to the growth of the company through hard work. 

CORE COMPETENCIES
· With sense of leadership, ability to work with minimal supervision.
· With sense of urgency.
· Possess excellent customer service  and management skills
· Knowledge of operating various office equipment like xerox and copiers
· Excellent communicator with warm and pleasing personality
· Familiar with basic Microsoft Office programs like word processor, excel and outlook
· Multitasking skills with extensive knowledge of handling basic administrative and clerical tasks

Education Level


: College Graduate

Course



: Bachelor of Science in Secondary Education

School



: Lipa City Colleges

Location



: Lipa City, Batangas

Year




: 2003-2007

Date of Birth



:

May 11, 1984

Age




:

31 Years Old

Religion



:

Christian

Nationality



:

Filipino

Sex




:

Female

Marital Status


:

Married

Height




:

5’5
                                                                                                                                                                  

ADMIN ASSISTANT cum  RECEPTIONIST

January 2012 – May 2015
Malarayat Golf Course
Padre Garcia, Batangas, Philippines
· Answer or redirect general inquiries in person, by telephone or email.

· Take and forward messages using multi-line telephone.
· Distribute incoming mail and faxes

· Maintain confidential filing system for client files

· Answers telephone or redirect general inquiries in person, transferring calls, responding to inquiries and / or taking messages.

· Distributes items within the site ( e.g. special delivery and overnight mail / packages, messages ) for the purpose of ensuring receipt to addressee and / or providing material/s.

· Greets individuals entering the building ( e.g. visitors, parents, students, vendors, etc. ) for the purpose of responding to inquiries;

· Maintains building information ( e.g. use schedules, staff directories, emergency contacts, etc.) for the purpose of providing reference information.
· Performs general secretarial and clerical functions ( e.g. scheduling, copying, faxing, data entry, filing, etc.) for the purpose of supporting office operations.

· Receives a variety of items ( e.g. mail special deliveries, packages, supplies, etc.) for the purpose of distributing materials to appropriate parties.

SECRETARY

April 2010 -   January 2012
Marana Law Office

Lipa City, Batangas, Philippines

· Prepare and manage correspondence, reports and documents

· Organize and coordinate meetings, conferences, travel arrangements

· Implement and maintain office systems
· Maintain schedules and calendars 

· Arrange and confirm appointments

· Handle incoming mail and other material

· Set up and maintain filing systems

· Set up work procedures

· Collate information

· Communicate verbally and in writing to answer inquiries and provide information

· Operate office equipment

· Manage office supplies

TEACHER

June 2007 – April 2010
Early Start Learning Center

Lipa City, Batangas , Philippines
· Prepare lesson plans

· Make a visual aids for the lectures

· Manage classroom management

· Communicate verbally to the children and parents

· Always motivate the children before proceeds to the class discussions

· Mingle with all the students and school staff

· Computing grades of each students

CHARACTER REFERENCES : Available upon request.
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