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Career Objective	: 	Seeking a position in an office environment where there is a need for a 		variety of office management task including computer knowledge, 	organizational abilities, business intelligence and database program use.

 (
Bachelor’s Degree
 – 
Information Technology
2008 
-
 2012
 
Don
 
Honorio
 Ventura Technological State University
                                            
Bacolor
, Pampanga, Philippines
Guagua
 National Colleges
2004 - 2008 
Guagua
, Pampanga, Philippines
       
Mauli
 Elementary School
1998 - 2004 
Mauli
 
Pulungmasle
, 
Guagua
, Pampanga
) (
EDUCATION
) (
Age
: 
30
Sex
: 
Female
 
Civil Status
: 
Married
Birthday
: 
October 08, 1991
Weight
: 
1
60
 lbs
 
Height
: 
5’6
Nationality
: 
Filipino
Father’s Name
: 
Rufino
 D. Rodriguez 
Mother’s Name
: 
Wilma E. Rodriguez
Language(s) can speak or write: 
Filipino and English
) (
PROFILE
)

















 (
COAM Phil. Inc (
Clark, Pampanga)
Full Time
Assistant HR 
(Human Resource Department)
               
March 2014 - Present
Conducting interviews, organize employees orientation and monitoring daily attendance.
Maintain
 employee
’s
 information by entering and updating employment and status-change data.
Distributing their salary every cut-off and allowances weekly
.
S&R Membership Shopping (San Fernando, Pampanga)
                    Full Time
 
Cashier
 
(Food Service Department)
                                                         
April 2013 – February 2014
Prepare and assemble the order of the customer.
Maintain and balance the money on hand, documents and other transactions.
SM Pampanga
 (San Fernando, Pampanga)
                                           Full Time
 
Cashier
 
(Supermarket
 Department)
                                                         
June 2012
 – 
October
 
2012
Scan item/s of the customer and bagging groceries.
Reconciling receipts with cash.
) (
EMPLOYMENT HISTORY
)





















Highlights :	Experienced administrative duties; interviews, orientation, scheduled meetings, job fairs. Computer skills include Microsoft Excel, Access, Word, and PowerPoint. Excellent in problem solving and communication skills. Accustomed to long work hours.

I hereby certify that the above information are true and correct to the best of my knowledge and belief.
				
						    SHEENA MAE RODRIGUEZ CAEL
							                 Applicant
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