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To expand my career in an area where I could enhance my knowledge, develop and   harness my training and special skills in the chosen profession and put into practical application the comprehensions gained from my learning experiences through rendering service to clients with concern, conscience, commitment and competence.
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EDUCATIONAL BACKGROUND 


Bachelor of Science in Business Administration – Major in Computer Management


National College of Business Administration 


994 Aurora Blvd. Cubao Quezon City


Year 1991 to 1995

SPECIAL SKILLS AND QUALIFICATIONS

· More than 19 years professional experienced

· Excellent interpersonal and communication skills both written and verbal

· Ability to work well with others, in both supervisory or support staff roles

· An Effective Team player and an Efficient Independent worker

· Trustworthy and Uncompromising Discipline with High Regards to Authority

· Lively, warm and friendly personality, upbeat and able to do multi-tasking

· Maintains positive attitude, follows directions accurately with outstanding sales ability

· Highly Trainable, Eager and Fast Learner. Responsible and Assertive Leader

· Effective time management skills

· Effective at working from home with little or no supervision to meet required deadlines

· Computer literate. Proficiency in Windows and MS Office Applications (Word, Excel, PowerPoint)

PROFESSIONAL EXPERIENCE 
Fiesta Greetings, Inc.

San Juan City, Manila Philippines

Administration Executive cum Personal Assistant to SVP 

January 2, 2010 – September 30, 2015
· Maintains files of all memos issued by SVP.

· Acts as liaison with tenants of Fiesta Greetings for issues to be attended by SVP.
· Arranging travel and accommodation.

· Take notes or dictation at meetings or to provide general assistance during presentations.

· Screening phone calls, enquiries and requests, and handling them when appropriate.
· Meeting and greeting visitors at all levels of seniority.
· Organising and maintaining diaries and making appointments.
· Dealing with incoming email, faxes and post, often corresponding on behalf of the SVP.

· Handled other administrative tasks like filing, sorting mail and answering telephone calls.
· Operate office equipment, such as photocopy machine and scanner.
Fiesta Greetings, Inc.

San Juan City, Manila Philippines

HR Personnel Assistant / Timekeeper
February 17, 1997 – December 31, 2009
· Maintains employee confidence and protects operations by keeping human resource information confidential.
· Welcomes new employees to the organization by conducting orientation.

· Coordinates with concessionaire outlets for requirements of assigned merchandisers.
· Releases vacation and/or sick leave forms and monitors record of balances available.

· Handles test administration of applicants and conducts initial interviews.
· Coordinates with HMO for the enrollment and cancelation of employee’s membership.
· Handles of preparation of documents required by SSS, Philhealth, Pag-ibig and IRS for all Fiesta Greetings Employees.
· Provides secretarial support by entering, formatting, and printing information; organizing work; answering the telephone; relaying messages; maintaining equipment and supplies.

· Attends to the securing of required business permits in coordination with Accounting Officer.
· Monitors messenger services in coordination with Accounting Department, Purchasing Department and Corporate Accounts.

· Monitors cleaning services for the entire building.
· Check the expense reports of other branch personnel and submit to SVP for review and approval.
· Maintains payroll information and computes for total number of working hours, absences, tardiness and overtime.

· Accomplishes attendance summary for preparation of payroll of all employees – regular, fixed term, casual and seasonal.

· Maintains and updates the daily attendance summary form of all employees.
· Distributes pay slip of regular employee, prepares and disburses cash payroll of seasonal, fixed term employees who do not have ATM accounts yet.
· Handles the tasks of processing, verifying and recording data relating to the payroll of employees.
CFC Corporation

Pasig City Manila Philippines 

Data Processor 

August 1996 to February 1997

· Encoded returned product from different stores.

· Performed the tasks of entering all data into the system.

· Processing, maintaining and controlling inventory supply data.

· Responsible for managing and handling data processing functions regularly.

· Performs the responsibilities of processing informational data and forward the same for approval to the concerned person.

CFC Corporation 

Pasig City Manila Philippines

Statistician 

November 1995 to April 1996
· Arranged, Tabulate and Summarized Survey of certain product.

· Evaluate the statistical methods and procedures used to obtain data in order to ensure validity, applicability, efficiency, and accuracy.

· Identify relationships and trends in data, as well as any factors that could affect the results of research.


National Electrification Administration 
Quezon City Philippines

Office Trainee

October 15, 1994 to February 2, 1995

· Help screen incoming calls

· Manage the post and mail

· Greet visitors

· Book cabs and couriers and travel requirements

· Look after the filing

· Photocopying and binding

· Updating of contact lists

· Scheduling meeting rooms

· Providing refreshments

SEMINARS ATTENDED

· Career Planning Development – September 4, 1995

National College of Business Administration – Quezon City Philippines  

· Multi Media Graphic Presentation – February 4, 1995


National Computer Center Camp Aguinaldo Quezon City

· The Power of DOS Version 5.0 – September 4, 1994


National College of Business Administration – Quezon City Philippines

PERSONAL INFORMATION

Age:                     40 years old


Gender:               Female


Date of Birth:      December  9, 1974


Nationality:         Filipino


Civil Status:          Married


Religion:               Roman Catholic


Visa:                      Visit Visa[image: image2.png]
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