Mela Galan-Villarosa
Court Stenographer
Professional and technically-inclined Court Stenographer bringing extensive background in transcription and administrative roles within legal settings. Highly-knowledgeable individual with certification employing strong work ethic, strict adherence to confidentiality and in-depth understanding of legal terminology. Exhibiting familiarity with court reporting technologies, procedures and lawful compliance with governing agencies regulations. Demonstrating superior memorization and recall, public speaking and concise communication abilities.
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	Work History



	Jun 2013-TO PRESENT
	 
	Court Stenographer III 
Regional Trial Court, Branch 35, Hall of Justice, Dumaguete City, Negros Oriental, Philippines
· Conducted transcription, court reporting, and closed captioning
· Called upon witnesses to testify under oath at court hearings
· Organized and maintained law libraries, documents and case files
· Recounted previously recorded information to provide reference for proposed question or subject matter
· Conducted transcription for legal proceedings, public service events and corporate meetings
· Traveled with hearing-impaired clients to medical, legal and educational settings to provide real-time translation of essential information
· Conducted legal research and conferred with colleagues with subject matter expertise to develop strategies and arguments in preparation for presentation of cases
· Produced briefs, pleadings, appeals, wills and contracts



	Nov 2013-Jan 2017
	 
	OIC - Clerk III (Criminal Cases In-Charge)
Regional Trial Court, Branch 35, Hall of Justice, Dumaguete City, Negros Oriental, Philippines
· Answered inquiries from general public regarding judicial procedures, court appearances and trial dates
· Examined legal documents submitted to courts for adherence to laws and court procedures
· Processed payments for fines and fees, maintained accurate drawers, issued receipts and updated account balances
· Marked and preserved exhibits introduced into evidence in court proceedings
· Responded to in-person and telephone requests for information from general public, attorneys and other involved parties
· Documented exhibits admitted during hearings



	Nov 2013-
Jul 2014
	 
	Acting Court Interpreter
Regional Trial Court, Branch 35, Hall of Justice, Dumaguete City, Negros Oriental, Philippines
· Provided oral interpretations for clients during special events, successfully maintaining pace with native speakers to deliver real-time comprehension
· Facilitated communication between law enforcement personnel and individuals involved in crimes such as witnesses, persons of interest and suspects
· Maintained message content, tone and emotion as closely as possible
· Consulted specialized dictionaries, thesauruses and reference books to identify closest equivalents for nuanced terminology, words and phrases



	Oct 2004-Jun 2013
	 
	Court Stenographer III
Regional Trial Court, Branch 63, Hall of Justice, Bayawan City, Negros Oriental, Philippines
· Leveraged computer-aided transcription system to prepare verbatim records
· Completed continuous capturing and special requests such as reading back portions of testimony
· Identified participants by name to facilitate reporting



	Jun 1999-Oct 2004
	 
	Court Stenographer II
Municipal Trial Court in Cities, Branch 2, Dumaguete City, Negros Oriental, Philippines



	Jun 1993-Apr 1998
	 
	Stock-in-Charge
Lee Super Plaza, Dumaguete City, Negros Oriental, Philippines
Men's Department



	Nov 1992-May 1993
	 
	Sales Lady
Lee Super Plaza, Dumaguete City, Negros Oriental, Philippines
Shoes Department
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	License



Licensing Body: Civil Service Commission/CSC, Dumaguete City, Negros Oriental, Philippines
Eligibility Status: Civil Service Passer (Stenographer)
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	Trainings and Seminars



· 25-27 Aug 2021 - Real Estate Brokerage, Real Estate Brokers Association of the Philippines, Inc., Dumaguete City, Negros Oriental, Philippines
· 24-25 May 2018 - Seminar on the Civil Service Law and Rules, 1st Visayas Summit and Election for Regional Directors of the Court Stenographers Association of the Philippines, Polo, Leyte, Philippines
· 09-11 May 2012 - 15th National Convention and Seminar, Philippines Association of Court Employees, Inc., Puerto Princesa City, Palawan, Philippines
· 18-20 May 2011 - 6th National Convention and Seminar of the Court Stenographers Association of the Philippines/COSTRAPHIL, Davao City, Davao del Sur, Philippines
· 06-07 May 2010 - 2nd COSTRAPHIL Visayas Congress, Bacolod City, Negros Occidental, Philippines
· 06 Apr - 08 May 2010 - 14th National Convention and Seminar, Philippines Association of Court Employees, Inc., Cagayan de Oro City, Misamis Oriental, Philippines

· 01-03 Jul 2009 - 13th National Convention-Seminar, Philippines Association of Court Employees, Inc., Mandaue City, Cebu, Philippines
· 05-07 May 2008 - 5th National Convention and Seminar of the Court Stenographers Association of the Philippines, Lucena City, Quezon, Philippines
· 10 Jul 2008 - Seminar Workshop on Access to Justice and Code of Conduct for Court Personnel, Dumaguete City, Negros Oriental, Philippines
· 29-31 Mar 2007 - 12th National Convention-Seminar and Election of Officers, National Level, Inc. ,Philippine Judicial Academy, Iloilo City, Iloilo, Philippines
· 15 Jul 2005 - 1st Provincial Convention of COSTRAPHIL Negros Oriental Chapter, Dumaguete City, Negros Oriental, Philippines
· 26-27 Jan 2001 - Supreme Court Centenary Celebration for Region VII, Cebu City, Cebu, Philippines
· 12-16 Oct 1998 - Values Orientation Workshop, Dumaguete City, Negros Oriental, Philippines
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	Education



	Dec 12, 2019
	 
	Juris Doctor Non-Thesis
Foundation University - Dumaguete City, Negros Oriental, Philippines



	Oct 2014-Nov 2014
	 
	National Certificate II in Housekeeping
Teamskills School for Culinary Arts and Hospitality Management - Dumaguete City, Negros Oriental, Philippines



	Apr 1998-Mar 2003
	 
	Bachelor of Laws
Foundation University - Dumaguete City, Negros Oriental, Philippines



	Jun 1996-Mar 1998
	 
	Bachelor of Science in Commerce
Foundation University - Dumaguete City, Negros Oriental, Philippines
WES Equivalency Report: Bachelor's degree (three years)
Valid until Nov 2026



	Jun 1989-Oct 1991
	 
	Associate in Secretarial Science
Foundation University - Dumaguete City, Negros Oriental, Philippines
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	References


Ignacia Truno Yucor
+001 416 500 3154
Toronto, Ontario, Canada

Celsa Aying Yucor
+001 416 781 3273
Toronto, Ontario, Canada

Fortunata Yucor Bajana
+001 416 785 3964
Toronto, Ontario, Canada
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	Contact



Address 
Dumaguete City, Negros Oriental, Philippines, 6200

Phone 
+63 906 113 9753

E-mail 
melagalanvillarosa.ca
@gmail.com
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	Skills



Court policies and programs
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Strong research skills
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Memorization and recall
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Stenography knowledge
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Active listener
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Court reporting
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In-depth criminal law knowledge
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Editing and proofreading
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	Software



Microsoft Office Suite
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	Languages



Filipino
[image: ]
English
[image: ]




image6.png




image7.png




image8.png




image9.png




image1.png




image2.png




image3.png




image4.png




image5.png




