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PROFILE
Age: 26
Marital Status: Single
Nationality: Filipino
Religion: Roman Catholic
Visa Status: Visit Visa
Desired Positions: Office Assistant, Receptionist,
Administrative Assistant, Secretary, Sales Executive
STRENGTH AND SKILLS
Able to excel in work quality and productivity Able  to  work  with  minimum  supervision, executes    responsibilities    without    told, undertakes  tasks  independently  and  able  to complete  desired  action  consistently  without 
supervision. Courteous 
Self- motivated and has an initiative Responsible and reliable 
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EDUCATION
2006 – 2010
Bachelor of Science in Information Technology
Philippines
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 WORK EXPERIENCE
· May 06, 2013 – November 27, 2015 
Researcher/ Secretary
Job Description:
Supervises research projects and work with team members to ensure that a certain project remains on schedule. 
Attend  to  telephone  calls  and  redirect  it  to 
Mayor’s office. 
Determine the goals of the research project as advised in the Municipal Agenda 
Review and analyze data during the course of a certain project. 
Strongly prefer candidates with a graduate degree and computer skills. 
And performs other related office work as per advised by the Municipal Mayor 
 April 18, 2011 – April 2012
Human Marketing Concepts (HMC)
ClubHotel Philippines, Makati City
Telemarketer, Outbound Sales Agent
Job Description:
Attend to the needs of the elite customers of certain hotels like Manila and Edsa Shangri-la and so on. 
Accumulate sales and beating a certain quota for a certain period of time. 
Updating all members of the hotel about membership packages which they can avail. 
And performs preliminary task given by the team leader. 
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TRAININGS ATTENDED
 March 23, 2009 – April 24, 2009
Government Service and Insurance System (GSIS) Carig Sur, Tuguegarao City Ph
Training Coverage:
Office of the Branch Secretary
Performs Secretarial work as being assigned by the Secretary
Attend to telephone calls Updating pending memos 
Address to the branch manager’s paper works 
Listing down day to day agendas 
Make necessary signatories for certain mails 
And performs other tasks as being instructed by the heads.
 May 18, 2009 – June 15, 2009
Intellectual Property Office (IPO)
Makati City Philippines
Training
Coverage:   IP   Search   And
Documentation Division
Duties and responsibilities:
Print out, arrange and file copies of bibliographic data. 
Arrange, sort and file patent documents for te INPADOC File 
Check, organize, update the Subject Index. 
Encode the keywords and the corresponding patent numbers for the Subject Index. 
Check and organize the IPC Search Files and Registered/ Pending Assignee Files. 
Perform preliminary preparations for the conduct of patent search. 
Performs such other functions as may be assigned by the superior. 
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ACHIEVEMENT:
Helped in the enhancement and update of search retrieval tools and patent document files making IP information accessible to the public especially to the patent researchers.
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LANGUAGE
English, Filipino
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