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36-7 Dr. Sixto Antonio Avenue Maybunga, Pasig City 09682119327
janicemagos90@gmail.com



OBJECTIVES
A hardworking, proactive, independent individual who seeks for a position in a reputable organization that will enhance my skills and talents.
WORK EXPERIENCE

TOURISM INFRASTRACTURE AND ENTERPRISE ZONE AUTHORITY
October 14,2014 - Present
6th & 7th Flrs. Tower 1 Double Dragon Meridian Park, Diosdado Macapagal Avenue, Pasay City
Cashier A ( Cash Collecting Officer )
Duties and Responsibilities:
· Collects travel tax payments.
· Prepares daily &and monthly cashiers report.
· Monitors daily deposits of cash.
· Attends to customer’s needs.
· Performs other related tasks.
REGENT FOODS CORPORATION
February 25, 2014 – October 14, 2014
80 Elisco Road BO, Kalawaan Sur Pasig City Payroll Staff
Duties and Responsibilities:
· Encodes daily time record of employees.
· Makes weekly cash report.
· Updates employees’ change of status.
· Computes overtime pay and bonuses.
· Answers payroll queries.
· Performs other related tasks.

PEOPLE POWER COOPERATIVE
Unit 1604, 16th Flr., Tower B, The Goldloop Towers, Escriva Drive, Ortigas Center, Pasig City
June 6, 2012 – January 31, 2013 Administrative Staff
Duties and Responsibilities:
· Updating and filing of tenants information.
· Clerical and admin work.
· Monthly sales report.
TRAININGS / CERTIFICATES
· Certified Legal Transcriptionist NC II
· Medical Coding Preparatory Course

SKILLS / INTEREST
· Computer Literate
· Communication & Leadership Skills
· Customer Service
· Organizing Events
· Reading
· Researching


EDUCATIONAL BACKGROUND

	Tertiary
	Bachelor of Science in Psychology Rizal Technological University Boni Ave. Mandaluyong City
	2008 - 2012

	
.
	Bachelor of Science in Nursing Rizal Technological University Boni Ave. Mandaluyong City
	2007 - 2008

	
Secondary
	
Rizal High School Caniogan, Pasig City
	
2003 - 2007

	
Primary
	
Caniogan Elementary School Caniogan, Pasig City
	
1997 - 2003

	PERSONAL INFORMATION
	
	


Age:	30 years old
Date of Birth: November 16, 1990 Sex:	Female
Civil Status:	Married Nationality:	Filipino

I hereby certify that the above information are true and correct to the best of my knowledge
and belief.


JANICE BAYONA MAGOS
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