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Jinky Luzong Dela Cruz                        
Address:		152 B. Mariano St. Sta Ana San Mateo, Rizal   1850
Email:		          jinky.delacruz1977@gmail.com
                             jinky.delacruz1977@yahoo.com
Phone:. 		09958509569 / 09495658428
[bookmark: _GoBack]Telephone no:.	85162147
OBJECTIVE		 – To obtain a position as an Office Staff in a people-oriented organization with a challenging environment, to achieve the corporate goals, and to maximize my  skills and experience.

WORK EXPERIENCE
Rvj Engineering     
Office Staff                                            
Ampid 1 San Mateo,,Rizal                        
May 9, 2018 – July 16, 2021		
		 
 Responsibilities
· Prepare meeting agendas, take  care of transcribing minutes, and circulate this to the staff
· Answer telephone calls and takes messages
· Maintain and update office files, inventory, mailing lists, and database systems
· Operate office equipment like personal computer, photocopiers, scanners, voice mail systems, and facsimile machines
· Collect information needed by the office staff or supervisors
· Arrange schedule of the team members
· Make travel arrangements for the travel staff
· Prepares letters and other correspondences
· Do simple bank transactions and basic bookkeeping for the company
· Communicate with customers and other offices as the need arises
· Proofread and organize records, reports, and documents
· Prepare documents such as government and business forms for processing
· Direct tasks of lower-level clerks
· Arrange for the repair or troubleshoot of office equipment
· Organizes all company records including communication and business documents;
· Manages all inbound calls;
· Sets appointments for key executives;
· Responds to questions and inquiries in an effective manner;
· Manages calendar of key executives;
· Confirms meetings with associates, clients and supplier;
· Prepares spreadsheets and Power Point presentations;
· Composes business correspondence on a limited capacity;
· Conducts business transcription;
· Maintains office cleanliness;
· Occasionally liaisons with associates, suppliers and clients;
· Oversees disbursement schedules for company;
· Facilitates authorized payments with company’s depository banks;
· Maintains records for inventory management purposes.

Betonit Product Philippines Inc               
Marketing Assistant 
Quezon City                                            
 November 2015- 2016                             
                                                                  
Responsibilities

· Writing reports, company brochures and similar documents
· helping to organize market research arranging promotional events            
· Communicating with clients
· Organizing market research
· Assessing the result of a marketing campaign.
· Assisting Clients Orders and delivery.
· Handling petty cash and cash voucher 
· Handling weekly and monthly report.

SPECIAL SKILLS

- good organizational skills
- good time management
- Discretion
- confidence with IT and computer packages.
- accuracy and good attention to detail
- an ability to stay calm and tactful under pressure.
- self motivation.

EDUCATION
Philippine School Business Administration   March 1994-1998
Bachelor of Science Business Administration Major in Management

San Mateo National High School
March 1990-1994

Courses
1. Clerical Office Skills
2. Time Management
3. Basic Bookkeeping
4. Leadership Training
5. Basic Presentation Skills

Personal information
Birthday:		June 18, 1977 
Civil Status:		Married
Religion:		Iglesia Ni Cristo
Hobbies:               cooking and baking, decorating, gardening, romance novels, movies, volunteer work
														 								

                                                                               Jinky Luzong DelaCruz
09958509569/09495658428
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