JOCELYN B. AVENDAÑO

D101 Hardin ng Bongavilla U.P. Diliman Quezon City
Mobile: 0905-491-94-74
Email: mamajo77@yahoo.com
OBJECTIVE

To be associated with a company that will offer new opportunity for growth and advancement in pursuing a career.
WORK  EXPERIENCES
April 7, 2006- March 7, 2017       Department of Mechanical Engineering
                                     
 
  Administrative Aide VI
Department Secretary
Provides the Chair logistical and administrative support
Receives incoming messages, calls, fax messages, and office mail for members of the department
Safeguards confidential matters/documents of the Office
Assists in the administration of various Registration related concerns of both faculty and students
Files electronic and hard copies of syllabi, grading sheets, completion forms and evaluation forms
Prepares annual budget request for the office supplies, request for new equipment and minor and major office improvements
Prepares Purchase Order (P.O) Petty Cash Vouchers 
Purchases, monitors, and maintains sufficient stock of office supplies and equipment
Monitors Office Budget and expenses.
Proper and timely fulfillment of Purchase requisitions consistent with company policies
Conducts canvassing of price with different suppliers and negotiate for the best purchase package in terms of quality, price, terms, deliveries and services
Coordinates with suppliers in purchasing items required
Prepares and processes purchase orders and documents
Coordinates with suppliers & monitors to ensure on-time delivery
Maintains complete updated purchasing records/data, supplier file.
Prepares reports and summarize data of purchases
Manages inventory of office supplies and initiate orders
August 1, 2005- March 2006
Office of Legal Aid (OLA), College of Law, UP Diliman, Q.C.

Administrative Aide IV

· Assist the OLA in the proper recording, filing and custody of all Public interest-legal Assistance Project(PILAP) documents/cases handled by OLA.

· Handle the borrower slips in taking out (PILAP) case files and monitors the same in returning the case files

· Handle the archived and inactive records; record, file and ensure proper storage of said OLA-PILAP cases.

· Assist the records officers in receiving and filing all communications from judicial and quasi-judicial bodies in connection with OLA-PILAP cases.

May 30, 2002 -December 31,2003 
U.P. System Accounting, U.P. Alumni Center U.P., Diliman Q.C.                                                             

Accounting Clerk III

· Processes Disbursement vouchers of Cash Advances and their settlements.

· Reconciles, keeps and maintains all Funds (General Fund,  Revolving Fund and Trust Fund)  of manual subsidiary ledgers of all cash advances upon receipt  of the computerized Subsidiary ledgers.

· Prepares monthly Schedules of Outstanding Cash Advances and Progress Reports of Liquidation of Cash Advances for All Funds

· Prepares Journal Entry Vouchers (JEV) to adjust erroneous entries of cash advances accounts.

· Prepares and sends semi-annual correspondence to disbursing officers for their unsettled cash advances.

· Encodes and files all Trust Fund account.

· Processes Disbursement Vouchers of Travel allowance of some personnel.

· Prepares Annual Reports of Foreign and Local Travel of special disbursing officer.

· Processes and files settlement vouchers of Financial Assistance.

March 1998 – April 2002  Miriam College Foundation, , Loyola Heights,   Q.C.

GRADE SCHOOL PRINCIPAL’S OFFICE

· Works on attendance log sheet of Grade School Faculty and Personnel  

· Encodes Faculty undertime, tardy and absences

· Distributes the attendance log sheet of the Faculty to their respective Faculty Room.

· Receives and answers phone calls, correspondence of Faculty, Principal and Personnel.

· Assists in the admission and enrollment.

· Do the typing of contracts of Faculty and  Monthly Activities and Programs of the school.

· Assists in the issuance of Report Cards of the Grade School students.

· Photocopies necessary papers and documents of the School Office.

· Evaluates Student’s Accounts.

· Do the typing of evaluation of Faculty

DIRECTOR OF STUDENT SERVICES (DSS)-COLLEGE

GRADE SCHOOL BOOKSTORE

TRAININGS
· December 4-6, 2007 - Seminar-Workshop on Management of Electronic Records Conducted by Nat’l Archive of the  Philippines, Bayview Park Hotel, Ermita Manila
· February 20, 2008 - Seminar-Workshop on Workplace Management Focused   on Conducted by College of Engineering, Beta Epsilon AVR, College of Engineering, UP Diliman, Q.C.

· November 18-20, 2009 - Work and Personal Effectiveness of Secretaries, Administrative Assistants, Bonifacio Hall, UP SOLAIR Diliman QC

· January 31, 2011 - Workshop entitled’Love for Work” Melchor Hall, College of Engineering, UP Diliman QC

December 1-2, 2014  - Seminar on the Revised Implementing Rules and Regulations of RA9184, 
Including Updates and Latest Issuances


U.P. NISMED  Auditorium

ELIGIBILITY

Civil Service Sub-Professional Examination – Passed (87.04)
SKILLS

   Technological Savvy (MS Office and other office productivity software)
·         Records Management
·         Budget Management
·         Communication and Coordination
·         Interpersonal
·         Service Orientation
·         Judgment and Decision Making
·         Organization and Prioritization of Work

EDUCATION

October 2003

Philippine School of Business Administration – Quezon City
Bachelor of Science in Business Administration Major in Banking and Finance
PERSONAL INFORMATION

Civil Status: Married


Religion: Born Again Christian
Birthday: June 20, 1977


No. of Children:  5
CHARACTER REFERENCES

Available upon request










