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Valenzuela City, Philippines 1440

+639989010455
wilhelmina.azcueta1@gmail.com

	ㅡ
[bookmark: _61e3cm1p1fln]Profile
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[bookmark: _51vx7i3cujyx]Detail-oriented, highly organized, and excellent management skills with ten years of experience as an administrative assistant and a camp teacher for one year. A freelancer since 2021. Proficient in English. 
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[bookmark: _hg1386geyfg1][bookmark: _p56s865u154r][bookmark: _qysabebexqit][bookmark: _7mezkhjnvdp1][bookmark: _h0c9ozb3dj64]Achievements: Create an effective monitoring system to keep track of the delivery of materials.
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[bookmark: _f38uumgvdfc8]PA Castillo Electrical Inc.  / Procurement Specialist
[bookmark: _jss6aheyyalz]March 2009 - April 2019
Managed the procurement of materials such as scheduling of delivery, monitoring the ins and outs of materials, canvassing, purchasing. Negotiate with existing and potential suppliers. Update client for the payment schedule. Weekly one on one report to our boss for the update on the status of deliveries of materials in the job site and warehouse.
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[bookmark: _r7oinwx5vtl9]PMMA Graduate School / Master in Ship Management
[bookmark: _70odavy5ad1q]May 2020 - Present,  PHILS
[bookmark: _wc7s17ms293]Mondrian Aura College / B.S. Computer Engineering
[bookmark: _r1iybw5vd0ic]JUNE 2002- MAR 2007,  PHILS
[bookmark: _swuxztluqufl]Jesus F. Magsaysay High School / High School
[bookmark: _xy2k1gi2c6s7]JUNE 1992 - MAR 1990,  PHILS
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[bookmark: _dqadtk73d6ij]PRO VA / SMM Online Course
APR 03 2022
PRO VA / General Virtual Assistance Training
MAR 19 2022
MKCN Enterprise Online Services / Advance Virtual Assistant Training
[bookmark: _efg4yuze3zm6]FEB 25 2021  - APRIL 24 2021
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References
	MKCN Enterprise Online Services / Basic Virtual Assistant & Essential Tools Training
[bookmark: _rudmc5s1wn8u]FEB 08 2021
[bookmark: _tmr520didyxi]
[bookmark: _taybdh3kdnbb]Spring Leaf (SL) Technical: Training and Development Center, Inc./ Contact Center Services NC II
[bookmark: _bree8jeeb640]DEC 04 2020 - DEC 28 2020
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