	

	Personal Information
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180-A. Sto. Rosario-San Ramon Street, Iloilo City
Cell no: 09778018070/09294175668
Email Add: jenjungco@yahoo.com

[bookmark: _GoBack]Age: 35 Years Old
Status: Single

Skill and Abilities: Profound computer skills, communication skills, interpersonal skills, ability to work under pressure, work with less supervision, quick learner, can handle multitask and versatile. 



	Career Objective

	
To obtain a position where I can exploit my knowledge and skills with hardworking and positivism towards work for the betterment of an organization that enables me to grow professionally and learn in the field of business. 


	Academic Qualification

	
Bachelor of Science in Commerce
Major in Management Accounting, 2004-2008
University of San Agustin
Gen. Luna Street, Iloilo City


Col. Ruperto Abellon National High School
2000-2004
Guisijan Laua-an, Antique


Lindero-Cadajug Elementary School
1995-2000
Lindero, Laua-an, Antique

















	Latest Working Experiences

	
Admin Coordinator/Secretary
J. Vasquez Trucking Services
Brgy. Balabago, Jaro, Iloilo City
October 2, 2014 – Present
(Handle company’s different major accounts like LBC Express Inc., DHL, Stratlink Distributor, and G8 Marketing. I take in charge of employee’s payroll, benefits, and expenses of the company. As well as handling some major parts of operation of deliveries together with my assistant coordinator and one office assistant. Resolving complaints, and providing updates of various individual concerns thru personal, email, and phones. Monitoring of various requests and filing of confidential documents.)

Office Staff (all around function)
Mandurriao Shell Service Station
Taft North Mandurriao, Iloilo City
August 4, 2008 – September 30, 2014
(Managing daily operations of the gas station. Monitor sales, inventories and purchases.
Safely ensures excellent execution of company policies, procedures and standards.
Maintain a clean and customer-friendly environment for various customers, as well as filing of various documents.)


	Character References



	

Engr. Jose Nestor V. Vasquez
Owner/Operator
J Vasquez Trucking Services
Contact no. 09171339397

Jellyn J. Vasquez
Gen. Manager
J Vasquez Trucking Services
Contact no. 09175936926

Herald S. Benedicto
Admin Coordinator
J Vasquez Trucking Services
Contact no. 09065462447

Jose Romeo L. Bondoc
Manager
Mandurriao Shell Service Station
Contact no. 09177212168/033-321-2021

Iris S. Casas
Operations Manager
Mandurriao Shell Service Station
Contact no. 09177934046/09228262898
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