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JAIZEL AGABIN GAMAYO
13B Bato, Badoc, Ilocos Norte
Mobile #: 0915-359-1358
Email: gjaizel@gmail.com


CAREER OBJECTIVE:

	To obtain a full-time position in a multinational which offers a professional working environment, improve my professional career, apply my best knowledge and to contribute to the success and prestige of the company. 

PERSONAL INFORMATION:
	
Date of Birth	:	April 18, 1993
	Place of Birth	:	Badoc, Ilocos Norte
	Gender		:	Female	
Status		:	Single  
	Citizenship	:	Filipino

CORE COMPETENCIES AND TECHNICAL PROFICIENCIES:

· Proficient in operating systems and Microsoft office application tools (Word, Excel, PowerPoint, Outlook) including internet research skills.
· Exudes professional work ethics, sense of urgency and flexibility to handle multiple tasks.
· Possess good interpersonal skill.
· Ability to handle variety of changing situations.
· Able to exhibit a high level of confidentiality.
· Possess analytical mind, self-motivated and initiative.

EDUCATIONAL ATTAINMENT:

2009-2013	Mariano Marcos State University
Bachelor of Science in Computer Science
Batac City, Ilocos Norte

2005-2009	Badoc Junior College, Inc			
High School Diploma
Badoc, Ilocos Norte







PROFESSIONAL EXPERIENCES:

· Non-Uniformed Personnel (PNP-NUP) (February 21, 2019 – Present)
Administrative Assistant I /Computer Operator 1
Philippine National Police, Camp Crame, Quezon City
Unit: Badoc Municipal Police Station, Ilocos Norte Police Prov’l Office
Responsibilities:
· Responsible for monitoring incoming email, radio and phone messages
· Transmit and receive messages from higher office or information obtained from the field or any sources through radio, telephone, facsimile or inline computer 
· Provide support in finance and procurement activities of the office in processing work orders, supplier invoices, purchase orders, expenses claims and account payments.
· Reconcile and process for payment payroll related disbursements;
· Prepare PowerPoint presentation of the chief of police
· Assisting the financial management team with credit control processes, budget planning, and expense analysis.
· Maintaining a digital record of all financial transactions, documents, and supplier information.
· Manage property and supply accountabilities of the office.
· Maintain and report on the physical count of property, plant and equipment inventory records of the office
· Maintaining an organized and comfortable office environment
· Provides all assistance to the personnel records needs.
· Do other related tasks assigned to me

· Administrative Aide (June 2014 – February 2018)
Local Government Unit of Badoc
Responsibilities:
· Interact and assist clients’ needs and inquiries.
· Receive incoming and outgoing letter.
· Perform Clerical works
· Responsible in maintaining and updating of office records.
· Maintaining an organized and comfortable office environment 
· Do other task my superior assigned to me.


ELIGIBILITY

· CAREER SERVICE PROFFESSIONAL
Rating – 80.71%
Date of Exam : May 3, 2015
[bookmark: _GoBack]License #: 2001150503200301

CHARACTER REFERENCES:

JESSIE A ESTACIO
Reverent Pastor
I am Redeemer and Master, Evangelical Church
Contact #: 0916-486-1729

JOSEPH H TAYABAN
Police Major
Chief of Police, Badoc MPS, INPPO
Contact #: 0905-310-0688

DANILO S ROSARO
Police Senior Master Sergeant
Supply PNCO, Badoc MPS, INPPO
Contact #: 0926-758-1133


I hereby certify that all foregoing information is true and correct to the best of my knowledge and belief.



JAIZEL A GAMAYO
          Applicant
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