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JETTERY T. VELA
2324 Del Pilar Street, Singalong Manila
Email: jettery_vela@yahoo.com
Mobile No. 09212637820
PERSONAL INFORMATION
Age		: 37
Birthday	:July 13, 1983
Citizenship	: Filipino
Civil Status	: Single
Height		: 5’2
Weight	: 120 lbs.

EDUCATIONAL BACKGROUND
Graduate Studies:    Master in Business Administration (2017-2019)
                                 Unibersidad de Manila

                                Bachelor of Secondary Education (2013-2014)
		           National Teachers College

Tertiary:	           Bachelor of Science in HRDM (2006-2010)
		           Wesleyan College of Manila

		           Computer Secretarial (2001-2003)
		           Partido State University

SEMINARS AND TRAININGS

· Supervisory Skills Development
· Training Course on ISO 9001:2015 Technical Guidance in Enhancement of Operational Controls & Procedures
· Training Course on ISO 9001:2015 Workshop on Review and Revision of Quality Management System Documented Information
· Training on Process Improvement Methodologies
· Basic Course on Productivity and Quality Improvement Approaches
· Total Quality Systems in People Management
· Seminar / Workshop on Preparation of FY2020 Project Procurement Management Plan (PPMP)
· Seminar on Women’s Empowerment
· Orientation on the Harmonized Gender and Development Guidelines
· Training on Effective Research and Technical Writing
· Training on Project Management
· Training on MS Office (Intermediate Word, Excel and Power Point Presentation
· Completed Staff Work

· Integrity, Transparency and Accountability in Public Service (ITAPS)

· Seminar on Government Procurement Act (R. A. 9184) and Its Revised Implementing Rules and Regulations and Updates

· Orientation -Workshop on How to Effectively Take and Prepare Minutes of a Meeting 

· LRTA's Customized Code of Conduct

· Technical/Business Writing Skills Training Seminar (16 hrs.)
Welfare Bldg. LRTA Line 1 Depot, Pasay City

· Records and Archives Counter Disaster Planning (24 hrs.)
Hotel Supreme, Baguio City

· Orientation on RA 9184 (8 hrs.)
Training Room, Welfare Bldg. LRTA Line 1 Depot, Pasay City

· AFCS Training for Office Based Employees (Batch 57) (80 hrs.)HRMD-Line 1 Operations Department

· Personality Development & Attitude Improvement Training Program (4 hrs.)
Tollbridge Corporation

· Telephone Etiquette (8 hrs.)
VIP Lounge, Welfare Bldg. LRTA Line 1 Depot, Pasay City

· Executive Forum (24 hrs.)
Corona Management Center of the Philippines

SKILL AND ACHIEVEMENT


· RA 1080 - Licensure Examination for Teachers (LET)
· Career and Self Development Award


QUALIFICATIONS

· Computer literate (Microsoft word, excel, powerpoint)
· Can write and speak English, Tagalog
· Energetic performer, team player with positive attitude
· Innovative problem-solver who can generate workable solutions and resolve complaints
· Optimistic at all times




CAREER OBJECTIVE

To achieve and perform enthusiasm, dedication, responsibility and good work ethic.

WORK EXPERIENCE

· Procurement Analyst B (2017-Present)
Light Rail Transit Authority (LRTA

· Clerk Processor A
LRTA-Line 1 Cavite Extension Project (2011-2017)

· Administrative Assistant II
LRTA-Contract of Service (2010-2011)

· Administrative Assistant I
LRTA-Contract of Service (2009-2010)

· General Clerk
LRTA-Contract of Service (2007-2009)

· Call Center Agent
Tollbridge Corporation (2005-2006)


MEMBERSHIP IN ASSOCIATIATION/ORGANIZATION_________________________

TAU GAMMA PHI/SIGMA
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