MARYCRIS ARANTON
Cagayan de Oro city, Misamis Oriental, Philippines | 09676651700 |marycrisaaranton@gmail.com
[bookmark: _Hlk107838957]_________________________
Summary
Passionate, dedicated, hardworking, and a fast learner for the job. Goal-oriented debt in identification and implementation of process improvements, including workflow enhancement and policy and procedure modifications. 
__________________________
Personal Details
Date of Birth | December 23, 1986
Gender          | Female
Nationality    | Filipino
Status            | Married
_________________________
Education
Technical Education and Skills Development Authority (TESDA) – CAGAYAN DE ORO CITY
Housekeeping 2009 | NC II passer

BUKIDNON STATE UNIVERSITY – MALAYBALAY CITY, PHILIPPINES
BACHELOR OF SCIENCE IN PUBLIC ADMINISTRATION 
College graduate | SY 2003-2007

Civil Service Commission Professional Eligibility passer  

________________________
Experience
Office Clerk | 04/2007 – 07/2011
Local Government Unit – Municipality of Talakag, Philippines

· Bookkeeping
· Uploaded files and entered data into records management system.
· Answered phones and supported staff with clerical tasks.
· Organized files, and scanned documents into document management system.
· Coordinated daily and weekly schedules and monthly calendar obligations for office personnel.
· Maintained organize filling systems.
· Made copies and handled incoming and outgoing correspondence.
· Maintained spreadsheets using Excel
· Assist in meetings and conferences and making minutes report.

Housekeeping | 07/ 2011 – 08/2014
Private FAMILY – Cagayan de Oro City, Philippines

· Deep cleaned bathrooms with meticulous attention to detail.
· Maintained upkeep of residential and common areas through routine dusting, spot cleaning, mopping and waste removal.
· Ensured continued resident safety and privacy while performing cleaning duties.
· Kept rooms in clean, neat and orderly condition.
· Safely used chemical cleaners.

_________________________
Skills
· Multitasking and prioritization
· Strong interpersonal skills with good moral character
· Computer literate
· Resolving discrepancies
· Microsoft Office/ Microsoft Excel
· Data entry Documentation
· Bookkeeping
· Good English Language Command









