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Personal Summary
A highly resourceful, flexible, innovative and enthusiastic individual who possesses a considerable amount of knowledge regarding administrative and office procedures. A quick learner who can absorb new ideas and is experience in coordinating and organizing a wide range of administrative task. Well Organized, approachable and an excellent team player with a proven ability to work proactively in a complex and busy office environment. 
WORK EXPERIENCE

LifeBank Foundation Inc. – Office Work
Field Assistant, Social Sustainable Development Department

April 2015-August 31, 2015

Responsibilities:

1. Process insurance claim requirement of members

a. Received and log the document from unit office

b. Check the completeness of requirement

c. Submitted the completed requirement to central office for approval

2. Monitor the outgoing claims if released to concerned members
3. Coordinate with various staff for social services activities of the unit e.g. values formation program

4. Conduct unit/group visit for the follow through activity of community service on area of coverage
LifeBank Foundation Inc. – Office Work
District Assistant, Operation Department
December 2007- March 2015

Responsibilities:

1. Assist District Manager in undertaking administrative/ office task such as:

a. Preparing reports required by Central Office

b. Providing clerical/ secretarial support

c. Maintaining logbooks for incoming and outgoing communications

d. Maintaining separate logbook to be used as Movement Register for the District Office

e. Receiving and checking incoming communications then forward them to District Manager for action

f. Reproducing/distributing outgoing communications to concern person without delay.

g. Draft letter for the final approval and signature of the District Manager

2. Maintain and update the District database (PMIS)

3. Manage the office supplies and ensure availability of forms all the time.

4. Consolidate reports from areas before sending/email to Central Office

5. Facilitate requests of district officers and staff to the best of knowledge/ capability.

6. Ensure proper logistic support for the areas in the district.
7. Coordinate with various staff for operational support activities of the unit. 

8. Provide administrative/secretarial support for various departments/divisions such as answering telephones, assisting visitors and resolving a range of administrative problems and inquiries.


National Irrigation Administration (On-the-Job Training)

Administrative Division, Region III

Tambubong, San Rafael, Bulacan
April 2006 – June 2006

Key Skills and Competencies
· Comprehensive knowledge of Microsoft Excel, Word and Powerpoint
· Experience in working in a customer service environment

· Ability to multi-task within a demanding  and fast paced environment

· Have strong organizational and time management skills

· Accept and adhere to the need for strict confidentiality

· Have positive attitude towards training and personal development

· Have pleasant manner when dealing with customers and colleagues

· Enthusiastic, flexible and capable of working on own initiative

· Good written and verbal communication skills

· Ability to cope and work under pressure

· Attention to details

· Punctual and reliable

Academic Qualification
Career Service Professional Eligibility Passer




Bachelor of Science in Computer Science


Baliuag University



Gil Carlos St., Baliuag, Bulacan




SY:2003-2007
Trainings/ Seminars Attended

District Manager and District Assistant Seminar


LifeBank Foundation, Inc.


May 29 – June 2, 2011

Conversational English Skills Training

Certificate of Completion

Baliuag University

Second Semester S.Y. 2006-2007



Careers in Call Center Industry, Web Designing and Ethics in Information Technology



Baliuag University



February 6, 2007



Computer Animation



Baliuag University



November 29, 2006


   PERSONAL INFORMATION


Date of Birth

:

October 9, 1986


Place of Birth

:

Dulong Ilog Candaba, Pampanga
Religion

:

Roman Catholic



Citizenship

:

Filipino









   CHARACTER REFERENCES



Available upon Request






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