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ma. rissamae p. ciasico

	Contact
PHONE:
09153922308

EMAIL:
mimiciasico@gmail.com
volunteer
Church Secretary
Jesus Is Lord Church, Iloilo City Chapter
• Writing different types of letters
• Encoding Finance monthly reports
• Receiving hard copy reports from different outreaches
• Transcribing videos
• Making PowerPoint Presentation


SOFTWARE 

Microsoft Office 365

Adobe Photoshop

Filmora Video Editor



CHARACTER REFERENCES
Gemelli Ariete
Sales Consultant
Ford Iloilo
09209722906

Edgin Love S. Condez
Admin Staff
Iloilo City MICE Center
09203967076

Sergio A. Getutua
Teller
Landbank Mango Ave. Branch, 
Cebu City
09165613739

	
	WORK EXPERIENCE
CONTENT EDITOR I
REED ELSEVIER PHILIPPINES – ILOILO 
12.20.21- PRESENT
• Tagging Bills according to categories.
• Summarize and edit grammatical errors in Bill Summaries.

SALES ADMIN
FORD CEBU 
02.2019–02.2020
• Invoicing of sales documents for release of units
• Consolidating dealer reports from FAVI group which consists of 10 branches from Visayas and Mindanao
• Online sales reporting
• Filing of releases for dealer jacket (audit)

SALES ADMIN
FORD ILOILO
05.2018-02.2019
• Invoicing of Sales Documents for release of units
• Dealer online reports
• Monitoring Leads	
EDUCATION
WEST VISAYAS STATE UNIVERSITY
APRIL 2018
Bachelor of Arts in English

UNIVERSITY OF ILOILO- PHINMA EDUCATION NETWORK
MARCH 2014 
High School
First Honorable Mention, Leadership Award, Writer/Artist of the Year,
Pen Values- Innovativeness

key skills and characteristics
Friendly, courteous, and service oriented
Solid written and verbal communicator
Administrative
Creativity
Problem-Solving
Adaptability
Time Management
Productivity and Organization
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