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JANE 
Jane.368893@2freemail.com

Objective:

· To fully utilize my skills and knowledge on the fields of my specialization that leads to contribute on growth and success of the organization.

· To work well with people to achieve customers satisfaction.

April 1, 2013 – December 30, 2016


BERTULFO LAW FIRM
Legal Researcher / Secretary
Bouginvilla St., Palompon, Leyte
Duties and Responsibilities:
· Assist the Legal Counsel for legal papers preparations and research Supreme Court decided cases assigned by the Managing Lawyer.
· Answers client’s inquiry either personal or telephone calls and assist their needs regarding their case concerned.
· Maintain and keep confidential records update.

· Arrange meeting for our clients and Managing Lawyer. Set conferences and training required by judiciary.
December 16, 2010 – March 30, 2013
Palompon Multi-Purpose Cooperative (PACCI)

Department Head in Human Resource Development Officer / Liaison Officer
Vice Chairman in Training Management Team








Rizal St., Palompon, Leyte

Duties and Responsibilities:    

· Recruitment and Selection and it include the Dismissal employee.
· Make all necessary documents such as issued Office Memo and Order, Contact, Dismissal.
· Proposed and implement personnel policy, training & development and incentives & reward.
· Evaluate personnel through job appraisal for the basis of promotion and rotation.
· Conduct regular staff meeting and settle their concerned in most possible time.
· Arrange CEO’s meetings, travel and handle also CEO’s confidential files.
· Sometimes handle Marketing Department for data entry and promotions of products.
· Prepare for governmental reportorial monthly contribution and loan deduction for SSS, Pag-Ibig, Philhealth and Witholding Tax.
June 2007 – October 2013



Northern Leyte College







College Instructor









Zamora St., Palompon, Leyte

Duties and Responsibilities:
· Handle Law, Management and Economics subjects.
· Class and Student Body Council Adviser.

Post Studies


Candidate for Master in Management, 42 units





Palompon Institute of Technology






Palompon, Leyte 6538 Philippines






June 2007 - 

Graduate


Bachelor of Laws





University of Visayas





June 2000 – March 2005






6000 Cebu City, Philippines

Tertiary


Bachelor of Arts in Political Science





University of Visayas





June 1996 - May 1999






6000 Cebu City, Philippines


· Computer Literacy: MS Word, PowerPoint, Excel  and Publisher
· Facilitation: Team Building, UGMA-Youth Convention
· Language Proficiency: both spoken and written English and Filipino

Birthday
:

19 May 1980

Birthplace
: 

Cebu City

Citizenship
:

Filipino
Gender
:

Female

Status

:

Single

Height

:

5’1

Weight

:

110 lbs.


Visa Status
:

Tourist Visa
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