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CAREER OBJECTIVE

· To be part of a progressive and dynamic organization where I can utilize the knowledge and technical skills I gained from my academic training and experience of 6 years of working in different offices of being a Secretary, Data Encoder, Receptionist, Support Staff,  Office Staff and an Administrative Clerk .for Government Services.
 .
PROFILE
Goal oriented, results oriented professional with strong quality control/assurance background and education.  Skilled communicator, persuasive, adaptable and able to do multi-tasking and with good inter-personal and multi-national camaraderie.  Self-motivated with high sense of energy, initiative and focus.  Keen insight into the needs and views of others. Adaptable.  Can work with minimum supervision even under pressure. 
Proficient in using Microsoft Word 2007, MS Excel and MS Powerpoint, Sierra 8.0, Photoshop.
PROFESSIONAL  EXPERIENCES
I. Government Services
	May 2005 – July 2008
August 2002 – April 2005
January 2000 – July 2002

	Secretary, Clerk, Adminsitrative Aide, Support Staff and Office Staff of the Secretary to the Legislative Function the Municipality

 in the Municipal Government of Guiguinto

Legislative Branch

 (deals with approved Resolutions and Ordinances, Committees en banc and researches in line with the Legislative Function of the Government)
· Encodes journal as per weekly meetings of the Legislative Branch

· Records minutes of the weekly meeting

· Research Ordinances that may be adaptive to the need of the people.

· Attends meetings of Committee en banc and prepare the minutes and the journal of the meetings.
· Submits approved Resolutions
· Submits report related to the order of the Secretary.
· Prepare powerpoint presentations of the annual Accomplishments of the Legislative Function.
· Attend meetings.

· Served as the Secretariat of every meeting and seminars of the body.

· Maintained records of every committee meetings.

· Encodes letters, correspondents to the clentele.
· Provide powerpoint presentation every meetings.
Secretary / Clerk / Administrative Aide / Support Staff

 of the DILG Officer assigned at the Municipality
· Encodes minutes of the meeting

· Prepare monthly reports

· Prepare correspondents to the clientele

·  Prepare powerpoint presentations in line with the annual accomplishment of all the barangays.
· Submits reports to the agencies concerned.

· Research reports and resolutions.

· Attends meting and prepare the minutes and journal of the meeting.
· Encodes letters and corresponds to the clientele

· Maintained the records of every barangay using the Microsoft Excel.

· Prepare the monthly agenda of the regular meetings.

· Attends seminars, workshop in line with value formation and leadership training.

· Assist the DILG Officers in her everyday meetings and conferences.

· Act as secretariat in every meeting and seminars.
· Provide with written report and powerpoint presentation to the clientele every meeting.
.

Audit Assistant
Philippine National Construction Company

· Audit daily transaction of Toll tellers

· Prepare written reports of Check and balance
· Assigned to be the watchdog of the company
· Prepare the needed documents as to pertaining to the preparation of reports.
· Maintained the reports of the Tellers
· Submits the annual report of the Tellers



SEMINARS ATTENDED

	Value Formation Seminar – Malolos Bulacan

	Team Building Seminar – Puerto Prinsesa Palawan

	Barangay Fiscal Management – Balagtas Bulacan

	Basic Philippine Counterfeit Laws - PNCC

	KAPANALIG


EDUCATIONAL BACKGROUND

	College
	Bachelor of Science in Elementary Education
Bulacan State University (BSU)
1993 to 1997
(Licensure Examination for Teacher (LET) Passer

Civil Service Eligibility)


PERSONAL DETAILS
	Date of Birth

Nationality

Age

Civil Status

Religion
	September 20, 1976
Filipino

31 years old

Married
Catholic 
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