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CV NO: 1832232
I. SPECIAL SKILLS AND KNOWLEDGES

1. MS Office and other Computer Application Software (Excel, Word, PowerPoint Presentation)

2. Legal Researcher

3. Documentation Staff

II. ON THE JOB TRAINING
Company:


Bureau of Customs, Collection District No. IV
Address:
Batangas International Port, Santa Clara Pier, Batangas City, Batangas
Position Held:

Documentation Staff/Clerk of the Office
Work Period:

April 13, 2015 to May 8, 2015
Job Description:

1. Documentation Staff
a. Make daily and weekly report submitted to the Chief Police of the Department about the entries of commodities in the port
b. Make the record of the import entries, the commodities, internal revenue declaration and the Special Permit to Discharge.
c. In-charge in receiving, issuing, controlling, distributing, revising and monitoring of all documents generated within the section.
d. Safe keeper of all documents circulates within the Police Department of the Bureau of Customs.
e. Prepare documents for the record of taxes on the import entries and commodities.
f. Prepare documents for the distribution of commodities.

g. Prepare the materials that will be used for the seminars in the office based on the request of the Officer.

h. Encode daily time record, over time& attendance of the employees within the department.

i. Carry out and disseminate of information from staff to operators and/or vice versa.

j. Control and discipline subordinate in accordance with admin rule and regulations.

k. To do other things that was assigned by my superior from time to time.

III. EDUCATIONAL BACKGROUND

· Tertiary Education
Course:

Bachelor of Science in Legal Management
School:

De La Salle Lipa
Address:

Lipa City, Batangas
Year Graduated:
2016
· Secondary Education

School:

De La Salle Lipa Integrated School

Address:

Lipa City, Batangas
Year Graduated:
2012
· Intermediate and Primary Education

School:

San Guillermo Academy
Address:

Talisay, Batangas

Year Graduated:
2008
IV. SEMINARS AND TRAINING ATTENDED

· Subject:
Anti-hazing Seminar
Coverage:
The laws that are governing the act of hazing and its effect to the individual
Location:
De La Salle Lipa, Philippines
Date:
August 22, 2012
· Subject:
Cybercrime Prevention Law Forum
Coverage:
The effect of Cybercrime to the internet users
Location:
De La Salle Lipa, Philippines
Date:
December 11, 2012
· Subject:
The Forum
Coverage:
A forum that discuss about the laws that governs the people
Location:
De La Salle Lipa, Philippines

Date:
February 28, 2013
· Subject:
National Youth Convention, Bangsamoro Basic Law 
Coverage:
A discussion about the basic laws that governs the Muslims and the Bangsamoro
Location:
De La Salle Lipa, Philippines

Date:
November 13, 2015
Technical Skills
· Subject:
Paralegal Training Module 1
Coverage:
Module that gives the basic parameters of being a paralegal
Location:
De La Salle Lipa, Philippines
Date:
August 15, 2015
Membership



      Organization:  Alliance of Legal Management Association of the Philippines

      Address:         Manila, Philippines

2012-present
V. PERSONAL BACKGROUND

Born on March 3, 1996 in Talisay, Batangas Philippines and twenty years of age, a Roman Catholic Filipino, single. Interests include reading business articles and listening to music. Possess good communication and writing skills and proficient in Microsoft Office such as Excel, PowerPoint& Word. A young professional who is willing to learn more about the business world by properly following the tasks that are given. A worker who will finish a job at a given amount of time
