[image: ]ANNE MARGARETH L. AÑONUEVO
Brgy. 69 Purok 6 Buenavista Legazpi City, Albay (4500)
Contact No. Globe: 09774633850 
                    Smart: 09383402828
Email Address: amaanonuevo@yahoo.com
Mailing Address: Children of Abraham Puericulture Center 
                           114 Em’s Barrio East Legazpi City, Albay, Philippines 

OBJECTIVE 
Agile and well-organized with 3 years professional experience in public and private sectors as an Administrative Assistant. Skilled at dealing with sensitive situations and keen to support your company with organizational, diplomacy and communication skills.

QUALIFICATIONS
· Open minded Adaptability & has good initiative 
· Computer literate adept with the use of the internet and email 
· Able to operate office equipment such as computer, Fax machine, printer and photocopier machine
· Strong organization skills with a problem solving attitude 
· Can maintain confidentiality 
· Teamwork 
· Can work under pressure 
· Can drive 
(License Number: E08-19-001739)
Expiration Date: 2024/10/07 

WORK EXPERIENCE 

Curasave Pharma
Legazpi City
TERRITORY MANAGER
(February 2021-PRESENT) 

Albay Doctors Hospital, Inc. 
Legazpi City
HMO/ADMITTING OFFICER (Front Desk) 
(September 13, 2018 – March 18, 2020) 
· In the Admitting Department, it involves the processing of the admission of the patients.
· Greet and interview the patients according to their concerns.
· Record the collected information
· While in the HMO Department, it involves helping our clients in using there privileges as an HMO card holder. 
· I am also responsible in contacting the customer support representatives of different HMO companies to update and request for their approval on each procedure that will be done on the patients.




Legazpi Oil Company 
Arimbay Legazpi City, Albay
WAREHOUSE ASSISTANT 
(April 28, 2017 – September 2018)
· Handle the daily receiving inspection and storage of all arrivals intended
for special projects.
· Checks and receives the actual deliveries per Invoice.
· Ensure proper documentation and subsequent release of supplies.
· Evaluate the quality of the materials/supplies arrived.
· Perform other task as may be assigned by the immediate supervisor from
time to time.
· Record all arrival of materials/supplies for easy monitoring purposes.
· Checks and review the accomplish Requisition Slips submitted by the
contractors.
· Facilitate the approval.
· Forward the approved Requisition Slips to the PO processor.
· Inspect and research inventory discrepancies.

Internship (December 2016 – March 2017)
Legazpi Oil Company 
Arimbay Legazpi City, Albay
PURCHASING ASSISTANT
· Prepare the canvass sheets of the requested materials and canvass it to the suppliers thru Telephone or Telefax. 
· Process the documents of the ordered materials using PIMS 

Education
· COLLEGE 
Divine Word College of Legazpi 
Bachelor of Science in Business Administration (Marketing Management) 
· HIGHSCHOOL 
Computer Arts and Technological College 

Personal Particulars
Gender:		Female 
Date of Birth:	              October 7, 1996
Marital Status:                Single 
Nationality:	              Filipino
Age: 		              24 years old	
 
Hobbies
· Photography, Kickboxing, Writing & Reading

Character Reference

Catherine Mabelin
HMO Supervisor 
Albay Doctors Hospital 
09051366581

Christian Mendoza 
Warehouse Manager 
Legazpi Oil Company
09075510364

I hereby certify that the above information stated above is true, correct and complete to the best of my knowledge. 
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									Anne Margareth Anonuevo
										 Applicant
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