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A highly motivated person with strong personality and experienced in administration assistance.

SUMMARY OF QUALIFICATION

· Works under pressure in an organized and systematic way
· Works unsupervised and independently
· Ability to maintain attention for extended periods of time
· Ability maintain high quality outputs
· Knowledge in working with and managing team
· Excellent communication and motivation skills
· Strong supervisory and interpersonal skill
· Sound knowledge of clerical works and practices

   PERSONAL INFORMATION

	Birthdate			:	January 28, 1978		
Birthplace			:	Manila 
Civil Status			:	Married
	Passport #			:	UU0365413
	Educational Background	:	College Graduate (March 1999)
						Bachelor of Science major in Psychology
						Centro Escolar University
						Mendiola, Manila

PROFESSIONAL BACKGROUND

SEAG / 6216 Store							     May 2011 – Present
	Owner / Freelance bookkeeper
Poblacion, San Esteban, Ilocos Sur
Philippines
	
	Duties Includes:
· Recording and filing of transactions in their respective accounts
· Logistic
· Cash flow analysis
· Cash management
· Bookkeeper







Tampin Team Lda							October 2008 – December 2010
	Administration/Account Officer
Rua Kulu-hun
	Dili, East Timor
	
	Duties Includes:
· Prepares tender documents for private and government sector
· Staff supervision and delegation
· Preparing status reports of working in progress
· Preparing purchase orders of construction materials 
· Recording and filing of transactions in their respective accounts
· Logistic
· Cash flow analysis
· Cash management
· Prepares monthly payroll
· Bookkeeper


Trans Global Corporation						                 October 2008 – June 2009
	Mega Petroleum Corporation
Part-Time Administration Assistant
Fatuhada, Dili
East Timor
	
	Duties Includes:
· Recording and filing of transactions in their respective accounts
· Cash management
· Preparing purchase orders of fuels
· Preparing vouchers and invoices for cash and non-cash transactions
· Preparing status reports of working in progress
· Summary of monthly consumption of goods
· Bookkeeper

Mogrin Construction							                 June 2007 – October 2008
	Site Administration Officer
Rua Martires de Patria
	Landmark Plaza
Dili, East Timor
	
	Duties Includes:
· Staff supervision and delegation
· Preparing status reports of working in progress
· Preparing purchase orders local materials only
· Recording and filing of transactions in their respective accounts
· Logistic
· Cash flow analysis
· Cash management
· Prepares monthly payroll




Anteater Lda.								                        July 2006 – Feb 2007
Site Secretary/Administration Assistant
Fomento 1, Dili, East Timor

Duties Includes:
· Staff supervision and delegation
· Logistic
· Cash flow analysis
· Cash management
· Preparing status reports of work in progress
· Preparing purchase orders local materials only
· Canvassing and comparing prices of materials or equipment to be purchased for local materials only
· Summary of monthly materials consumption
· Prepares payroll every fortnightly
· Recording and filing transactions in their respective accounts
· Preparing vouchers and invoices for cash and non-cash transactions



Eastern Dragon Pty. Co.						                       June 2005 – July 2006
Hotel & Restaurant Supervisor
Debos, Covalima, Suai, East Timor

Duties Includes:
· Staff supervision and delegation
· Cash flow analysis
· Preparing purchase orders
· Preparing invoices for every cash and non-cash transactions
· Assisting hotel guests necessities
· Maintaining inventory records
· Stock management


Paotsin Specialty							             September 2002 – July 2003
Encoder/Secretary
7th Ave., Caloocan City, Phil.

Duties Includes:
· Stock management
· Staff recruiting and training
· Preparing status reports of work in progress for daily activities
· Preparing necessary journal entries of finished goods
· Preparing purchased orders from branches
· Maintaining inventory records
· Summary of monthly materials consumption
· Recording and filing transactions in their respective accounts
· Staff supervision and delegation





Hatchin Manufacturing Corp.						November 2001 – September 2002
Accounting Clerk
Buma, Makati City, Phil.

Duties Includes:
· Staff recruiting and training
· Quotes and invoicing
· Staff supervision and delegation
· Recording and transactions in their respective accounts
· Preparing purchase orders
· Canvassing and comparing prices of materials or equipment to be purchased
· Preparing vouchers and invoices for cash and non-cash transactions
· Stock management


Rey Marketing Inc.							       April 2000 – November 2001
Branch Supervisor
Quezon City, Phil

Duties Includes:
· Preparing purchase orders
· Recording and filing transactions in their respective accounts
· Preparing status reports of work in progress
· Preparing vouchers and invoices for cash and non-cash transactions
· Stock management
· Staff supervision and delegation
· Maintaining inventory records
· Preparing status reports of work in progress for daily activities


St. Mary’s Academy of Sto. Niño					                 June 1999 – April 2000
Pre-school Teacher
Sto. Niño Subd., Meyc, Bul, Phil

Duties Includes:
· Prepares lesson plan for weekly basis
· Help toddlers develop their own personality
· Teach toddlers the basic idea of understanding things easily
· Help toddlers understand individuality and personality of others











OTHER SKILLS
Computer Literate


CHARACTER REFERRENCES

Mrs. Delia Tugade
BIR Officer
Bureau of Internal Revenue
Bantay, Ilocos Sur
+63 917 563 4944

Mrs. Emelyn Matbagan
BIR Officer
Bureau of Internal Revenue
Bantay, Ilocos Sur
+63 927 225 4784

Mrs. Rosa Guarte
DSWD Head Officer
DSWD - San Esteban Municiplaity
Poblacion, San Esteban
+63 919 385 9558

I hereby certify that all information mentioned herewith were true and correct to the best of my knowledge.
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