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            OBJECTIVE

         To join an organization that provides me  the opportunity to  make  effective use of
           my skills and grow professionally . To  work for an organization that

           recognizes my  positive attitude, commitment and hard work, values my loyalty and
           appreciates my desire  for growth.
            PERSONAL DATA
·  Date of birth
: 
17, March 1993
· Height

:
5’3”

· Weight

:
45 kg

· Nationality

: 
Philippines
· Religion

:
Roman Catholic

· Gender

: 
Female

· Marital Status
: 
Single

· Place of Birth
:
Tagbilaran City, Bohol
EDUCATIONAL  ATTAINMENTS


            Bachelor of Science in Business Administration 

            major in Financial Management

                               2012-2013
                  St. Rita’s College of Balingasag
            Secondary Certification
             
 


                 2008-2009
                  Misamis Oriental Institute of Science and Technology
            Primary School Certificate
              


                2004-2005
                  Guindulman Central Elementary School
               RELATED EXPERIENCE    
           RECEPTIONIST/ACCOUNTING CLERK
               DOBOL 85 CONSTRUCTION CORP., Buhay na Tubig,Imus City,Cavite,PH.

            JULY 2013 – AUGUST 2015
           Duties and Responsibilities:
· Welcomes visitors by greeting them, in person or on the telephone; answering or referring

    inquires 
· Maintains accounting records by making copies; filing documents.

· Maintains security by following procedures; monitoring logbook; issuing visitors’ badges.

· Maintains accounting databases by entering  data into the computer;

processing backups.

· Creating and maintaining filing system.

· Protects organization’s value by keeping information confidential.
· Ordering and maintaining stationery and equipment.
I do hereby certify that the information above is true and correct to the best

of my knowledge and belief.
.
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Languages (written & oral):

English
Tagalog
Sales/Customer Service Skills:
· Greet customers and ascertain what each customer wants or needs.

· Describe merchandise and explain use, operation, and care of merchandise to customers.

· Prepare sales slips or sales contracts.

· Answer questions regarding the store and its merchandise.

· Maintain knowledge of current sales and promotions, policies regarding payment and exchanges, and security practices.
Organizational Skills:

· Recognize errors in accounts made by other workers.
· Be detailed-oriented to manage multiple accounts. 
· Help reduce clerical errors in account entries
Computer Skills:
· Develop
· Organize and complete task and projects using software programs such as Microsoft Word, Excel, PowerPoint
Personal Qualities:

· Goal oriented

· Team focused

· Fast learner

· Initiative

· Dependable

· Honest
Communication and Teamwork.
Ability to meet deadlines and work under pressure.

Hardworking and eager to learn.
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