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OBJECTIVE
To enhance all my skills, knowledge, experiences and to contribute in the goals of the company

AFFILIATION


Junior Philippines Institute of Accountants


Secretary General


2014-2015

Junior Philippines Institute of Accountants


Member


2011-2014
SEMINAR

DTI: Seminar on Entrepreneurial Skills

La Maja Rica Hotel, Tarlac City

June 26, 2015
DTI: Seminar on Business Continuity Planning

La Maja Rica Hotel, Tarlac City 

June 25, 2015

Leadership Training Seminar: The SERVEvivor Edition


Punta DE Uian Beach Resort, San Antonio, Zambales


July 5- 6, 2014

Forum on Fundamentals of Financial Systems and Management of 

Bangko Sentral ng Pilipinas


Professional School Building, Angeles University Foundation


February 4, 2014

National Issue Confronting the Students in the Cyber Crime Generation


St. Cecilia’s Auditorium, Angeles University Foundation


January 28, 2014

Coping the Challenges in the Accountancy Profession: A Student’s Perspective


Professional School Building, Angeles University Foundation


January 23, 2014
SKILLS

· Proficient with Microsoft Word, Excel, Power Point and Internet

·   Strong communication skills

· Good leadership and organizational skills

· Flexible with work schedule

	WORK EXPERIENCE




Company:

Harris Teeter 
Address:

Charleston, South Carolina 29412, USA

Position:   

 Administrative Clerk

Date Employed:
March- June 2014
 
Duties and Responsibilities:
·  Tabulates and posts data in record books.
· Records orders for merchandise or service.
· Gives information to and interviews customers, claimants, employees, and sales personnel.
· Receives, counts, and pays out cash.
· Prepares, issues, and sends out receipts, bills, policies, invoices, statements, and checks stock inventory.
· Adjusts complaints.

Company:

Municipilaty of Barangay Santo Cristo

Address:

Angeles City, Pampanga
Position:   

Secretary
Date Employed:
March- May 2013
Duties and Responsibilities:
· Maintain accurate written records (minutes) of the proceedings of the organization.

· Keep committee reports on file.

· Maintain the official membership roll.

· Notify officers, committee members, and delegates of their election or appointment.

· Provide credentials for delegates.

· Process the general correspondence including the agenda for meetings, and send out notices of meetings
Company:

Eye and Child Clinic

Address:

Mc Arthur Hi-way Angeles City, Pampanga
Position:   

Doctor’s Secretary
Date Employed:
June- February 2013

Duties and Responsibilities:
· Schedule and confirm patient appointments, surgeries and medical consultations.
· Compile and record medical charts, reports, and correspondence, using typewriter or personal computer.
· Answer telephones, and direct calls to appropriate staff.
· Receive and route messages and documents such as laboratory results to appropriate staff.
· Greet visitors, ascertain purpose of visit, and direct them to appropriate staff.
· Interview patients in order to complete documents, case histories, and forms such as intake and insurance forms
Company:

Municipilaty of Barangay Sto. Cristo
Address:

Angeles City, Pampanga
Position:   

Secretary
Date Employed:
March- May 2012
Duties and Responsibilities:

· Maintain accurate written records (minutes) of the proceedings of the organization.

· Keep committee reports on file.

· Maintain the official membership roll.

· Notify officers, committee members, and delegates of their election or appointment.

· Provide credentials for delegates.

· Process the general correspondence including the agenda for meetings, and send out notices of meetings     
	EDUCATIONAL BACKGROUND


Tertiary Education:



Angeles University Foundation



Angeles City, Pampanga



Philippines



2011-2015

High School Education:



Chevalier School



Angeles City, Pampanga



Philippines



2007-2011

Elementary Education:



Chevalier School



Angeles City, Pampanga



Philippines



2001-2007
I hereby certify that all the information is true and correct to the best of my knowledge and belief.

Sincerely,
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