JACQUE SABIENA T. SANCHEZ
9120 Manuela Ville Subdivision Sabutan Rd. 
Brgy. Sabutan Silang, Cavite 4118
Contact Numbers: (046) 8400329 ; 0948 9551876
MailTo: jacquesabienasanchez@yahoo.com

CAREER OBJECTIVES
	• To take an active part of the achievement of the company’s vision and mission along with company’s objectives.
	• Secure a responsible career opportunity to fully utilize my training and skills, while making a significant contribution to the success of the company. 
	• Seeking an entry-level position to begin my career, and to provide best service to the company in which I can use my corporate skills and enhance my ability, with an aim of achieving company’s goal and to develop my personality.

EDUCATIONAL BACKGROUND
	• Philippine Christian University
	   Bachelor of Arts Major in Psychology
	   Emilio Aguinaldo Hi-way Dasmariǹas, Cavite 4114
	   Year Attended: 2002 - 2006
	• Saint Jude Parish School
	   Governors Drive Trece Martirez City, Cavite 4109
	   Year Attended: 1998 - 2002
	• Francisco E. Barzaga Elementary School
	  Dasmariǹas, Cavite 4114
	  Year Attended: 1992 - 1998 

COLLEGE EXTRA-CURRICULAR AND SEMINAR ACTIVITIES
	• Philippine Christian University
	   15th Peer Counselors Training
	   Year Attended: August 16 - 17, 2005
	• The Psychology Society of Philippine Christian University
	   A Continuing Education for Psychology Student thru Leadership Awareness
	   Year Attended: July 8 - 10, 2005
	• The Psychology Society of Philippine Christian University
	   Modern Therapeutic Approaches in Psychology
	   Year Attended: April 16, 2005
	• Philippine Christian University
	   14Th Peer Counselors Training
	   Year Attended: August 27 - 28, 2004
	• The University Student Government of Philippine Christian University
	   Leadership Training Seminar
	   Year Attended: November 24 - 26, 2004

ON THE JOB TRAININGS ATTENDED
	• Makro Pilipinas Inc. Imus, Cavite
	  Audit Logistics’ Encoder / Personnel Assistant
	  January 18 – February 11, 2006
	• Department Of Health – Tagaytay Rehabilitation Center
	  Clinic Assistant
	  December 11 – January 11, 2006
	• Philippine Christian University – College Department
	  Guidance Staff 
	  November 15 – December 10, 2005

WORK EXPERIENCES
	• Work at Home
	  January 2016 up to Present
	  TOUR EVENT ORGANIZER AND ONLINE SELLER
Duties and Responsibilities
• Responsible for planning, managing, and organizing sensational events in the most efficient and cost effective way.
• Make all the calls and emails ahead of time to secure the client’s event or tour schedule. 
• Orient all the clients to the place that they are about to visit, make sure to give them idea for some Do’s and Don’ts.
• For Out Of Town event ensure to give them a Pre-Departure Orientation and make a copy of their flight details.
• For Mountain Climbing event ensure to give them a Pre-Climb Meeting, for some idea for the participants.
• Make sure that all participants are comfortable in their accommodations like transportations, lodgings and even foods.
• Make sure that all client’s tracking number of their parcel have been forwarded to them once the item has been shipped. 







	• Color Connection Paint Center and General Merchandise
	  Aguinaldo Hi-way Tagaytay City 4120
	  August 25, 2014 – November 30, 2015
	  BRANCH ASSISTANT AND SECRETARY
Duties and Responsibilities
• Complete multiple administrative tasks, such as taking phone calls, sorting mail, doing    paperwork, and arranging meetings.
• Ensuring meetings are effectively organized. Maintaining effective records and administration.
• Monitor all the staff schedules and workloads.
• Maintain the available paints in good conditions and sorting them by colors. 
• Serves as a personal assistant or an aide to a manager or a high official in the office.
• Maintaining the cleanliness and orderliness of the office area at all time.

	• Saitanan’s Hotel and Condo Rentals
	  June 28, 2013 - June 30, 2014
	  SECRETARY
Duties and Responsibilities
• Complete multiple administrative tasks, such as taking phone calls, sorting mail, doing    paperwork, and arranging meetings.
• Ensuring meetings are effectively organized. Maintaining effective records and administration.
• Serves as a personal assistant or an aide to a manager.
• Welcomed guests in the hotel in a polite, friendly and helpful manner. Include checking guests in and out, issuing keys, and taking reservations by telephone or email, preparing bills and dealing with payments.
• Handled late arrivals and assisted with early check-in and check-out.
• Arranged brief tours of hotel's rooms and facilities.
• Took reservations using emails and phone calls. 

	• Presbyterian Mission Educational Institute
	  Langkaan I Dasmariǹas, Cavite 4114
	  April 15, 2012 - June 25, 2013
	  HUMAN RESOURCE OFFICER
Duties and Responsibilities
• Conducts preliminary screening of new applicant.
• Administer psychological examinations and its checking equivalent.
• Assist employees in processing clearance and quitclaim.
• Prepares appointment papers and ensure that pre-employment requirements are completed.
• Monitors the status of applicant’s application, scheduling their next interview with the higher officials in the company.
• Ensures that all newly hires have been properly oriented with the company’s rules and regulations.
• Monitors and updates training documents of all employees.
• Maintain the orderliness of work station.

	• Color Connection Paint Center and General Merchandise
	  Aguinaldo Hi-way Tagaytay City 4120
	  February 10, 2011 - March 30, 2012
	  BRANCH ASSISTANT AND SECRETARY
Duties and Responsibilities
• Complete multiple administrative tasks, such as taking phone calls, sorting mail, doing    paperwork, and arranging meetings.
• Ensuring meetings are effectively organized. Maintaining effective records and administration.
• Monitor all the staff schedules and workloads.
• Maintain the available paints in good conditions and sorting them by colors. 
• Serves as a personal assistant or an aide to a manager or a high official in the office.
• Maintaining the cleanliness and orderliness of the office area at all time.

	• United Philippine Lines Inc.
	  Santa Clara Street Intramuros Metro Manila 1002
	  July 15, 2010 – January 15, 2011
	  DOCUMENTATION CLERK
Duties and Responsibilities
• Involves day-to-day office tasks, such as answering phones and entering data into spreadsheets, also include Word processing and typing.
• Ensures all the 201 files of all seafarers are up to date.
• Act as a Processor of a seafarer, by assisting them to give the specific requirements like Medical Referral, instruct them to complete the mandatory trainings and certificates of a seafarer, and other government requirements.
• Make sure that all the requirements of a seafarer are complete and up to date and recorded to the computer system as well as to their 201 files.
• Maintaining cleanliness in work station.
	







	• South Star Drug
	  Waltermart Dasmariǹas, Cavite 4114
	  September 8, 2008 - February 5, 2009
	  PHARMACY ASSISTANT AND CASHIER
Duties and Responsibilities
• Maintain the good condition of all the medicines, by putting them in their proper place.
• Make sure that the specific medicine is up to date by monitoring their expiration dates.
• Check the prescription carefully so that to make a proper dispensing of the medicines, especially dispensing those prohibited drugs.
• Keep the medicines in their proper places and keep the storage clean.
• Assist as a cashier, proper handling of the money and customer’s change.
• Maintain the store clean at all times.

	• House Technology Industries (S) PTE. LTD.
	  Rosario PEZA Cavite 4106
	  April 8, 2008 - June 5, 2008
	  PERSONNEL STAFF
Duties and Responsibilities
• In this company I was assigned by designing a Japanese House involving what is the specific Metal Bolts that would fit to the House by using the company’s computer system.
• Attend all the actual trainings in order to understand the line of this job.
• Makes sure that all the required bolts and bolt’s sizes of a particular house is in proper places, in order to do that double checking of the design by using the company’s system and make sure to pass it to my Checker of the design to avoid error.
• Involves day-to-day office tasks, such as answering phones and entering data into spreadsheets, also include Word processing and typing.
• Maintain the cleanliness of work station.

	• House Research Development (S) PTE. LTD.
	  Rosario PEZA Cavite 4106
	  August 26, 2007 - January 25, 2008
	  OFFICE STAFF ( Recruitment Staff )
Duties and Responsibilities
• Conducts preliminary screening of new applicant.
• Administer psychological examinations and its checking equivalent.
• Assist employees in processing clearance and quitclaim.
• Prepares appointment papers and ensure that pre-employment requirements are completed.
• Monitors the status of applicant’s application, scheduling their next interview with the higher officials in the company.
• Ensures that all newly hires have been properly oriented with the company’s rules and regulations.
• Monitors and updates training documents of all employees.
• Maintain the orderliness of work station.

	• English Golf Learning Center
	  Bucal Dasmariǹas, Cavite 4114
	  December 4, 2006 - June 16, 2007
	  PRIVATE TUTOR ( KOREAN )
Duties and Responsibilities
• Handling a College level Koreans, by teaching them a Basic English communications. 
• Make sure the tutee has a complete copy of the lessons.
• Ensures the lesson plan is well prepared.
• Prepare the materials for TOEFL to enhance the listening skills of students.
• Preparing a weekly examination for students.
• Bring the student in a place and let them have a communications to other people, in order to practice their communication skills. 

CHARACTER REFERENCES
• Ray-An N. Perona
Presbyterian Mission Educational Institute
Human Resource Officer

• Alfred Saitanan
Kingsford Hotel Unit at Rockwell
Owner / Manager

• Ailyn Grieta
Color Connection Paint Center and General Merchandise
[bookmark: _GoBack]Owner / Manager






	



	

	  
	




		

	


	
	




