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Joyce

CAREER OBJECTIVES

· To secure any good office staff position where I can leverage my strong result-oriented and innovative skills with the various achievements and experiences in my career with sound problem solving skills, and interpersonal communication skills.
· To find stability in my working career as a professional where I can establish my long term plans.
· To provide excellent quality service to internal and external clients via the performance of reception, policy issuance, cashiering, policy service, and administrative tasks.
SPECIAL SKILLS

· Interpersonal Skills (in such a way that can easily bridge camaraderie among peers in the work.)
· Leadership Skills (has a potential to lead a group without getting to bossy type of person.)
EDUCATION


Tertiary

Brokenshire College of SOCSKSARGEN,Inc.





CED Avenue, National Highway, Lagao, General Santos City





June 2007-March 2011


Secondary

Notre Dame of General Santos City





Beatiles St., General Santos City





June 2003-March 2007


Elementary

Notre Dame of General Santos City





Beatiles St., General Santos City





June 1997-March 2003

WORK EXPERIENCE
August 8, 2012 – May 24, 2016

Insurance Company, Inc.



SM GenSan Corner Santiago Blvd. and San Miguel St.

Customer Service Representative / Office-in-Charge

· Reception (Front desk) Duties and Responsibilities

· Encodes transactions and Policy Issuance

· Cashiering / Policy Services / Administrative Services

· Handling operation of the Branch

February 2012 – June 2012
FEDEX/Air21 Freight





RD Bldg., Daproza St., General Santos City






Office Staff

· Encodes daily transactions such as daily sales.

· Customer assistant for over-the-counter transactions.

· Cashiering (Receives cash/check collection from the over-the-counter transactions)

· Prepares necessary financial reports such as Cash Reimbursement.

· Prepares cash and check collection for bank deposits.
October 2009

On-the-Job Trainee




Mindanao Medical Center,Inc.





Mabuhay Road, General Santos City


August 2010

On-the-Job Trainee

St. Elizabeth Hospital





National Highway, General Santos City


February 2010

On-the-Job-Trainee

General Santos City District Hospital





Lagao, General Santos City

ACHIEVEMENTS


April 2009

Over-All 3rd Runner Up





Volleyball Summerkadahan Competition





Oval Plaza Covered Court, Gen. Santos City


March 2011

Certificate of Appreciation





Partner of the Extension Service Office





Brokenshire College of SOCSKSARGEN,Inc.

GROUP AFFILIATION


2007-2011

Member





Philippine Nurses Student Association





General Santos City

SEMINARS


February 2010

Research Forum





Brokenshire College of SOCSKSARGEN,Inc.





General Santos City


May 2010

4th Florence Nightingale International Nurses Day Celebration





Notre Dame of Dadiangas University





General Santos City


September 2010
Blood Transfusion Therapy





Notre Dame of Dadiangas University





General Santos City


February 2011

Pallative Nursing Caring In the End of Life





Brokenshire College of SOCSKSARGEN,Inc.





General Santos City


March 2011

Tuberculosis in Children: The Clinical Pathway





Brokenshire College of SOCSKSARGEN,Inc.





General Santos City

May 2014

Branch Services Associate Training





JMP Bldg. Aparente St., Dadiangas Heights





General Santos City
PERSONAL INFORMATION:


Age



: 25 years old


Birthday


: October 12, 1990


Civil Status


: Single


Religion


: Roman Catholic

Place of Birth


: General Santos City

Nationality


: Filipino

Personal Qualities
: Honest, Hardworking, Polite, Patience, and Adaptive   
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