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Jay Anne Padua Dinglasan
327 Del Corro St. San Vicente, Gapan City,

Nueva Ecija, Philippines, 3105 

Mobile No.: (63936) 129-0762
Email Add: jayannedinglasan22@gmail.com
PERSONAL INFORMATION
Permanent Address
: 327 Del Corro St. San Vicente, Gapan City, Nueva Ecija, Philippines, 3105 

Birthdate

:  September 22, 1998
Birth Place 

:  San Leonardo, Nueva Ecija
Height 


:  5’4 ft.

Weight 


:  136 lbs.

Sex 


:  Female 

Civil Status 

:  Single  

Religion

:  Roman Catholic 

Nationality 

:  Filipino 

BENEFICIARY
Beneficiary Name
:  Santiago, Jalil Joachim Dinglasan
Relationship 

:  Nephew
Permanent Address
:  327 Del Corro St. San Vicente, Gapan City, Nueva Ecija, Philippines, 3105
DEPENDENTS:
Father:  Dinglasan, Vic Santos 


Birthday:  January 11, 1958






Birth Place:  Gapan City, Nueva Ecija






Occupation:   Security Guard 

Mother: Dinglasan, Jeannet Padua

Birthday:  February 21, 1967






Birth Place:  Alua, San Isidro, Nueva Ecija






Occupation:  Accountant 

BROTHERS / SISTERS
Brother:  Dinglasan, John Rhay Padua 

Birthday:  November 5, 2002 








Birth Place:  Gapan City, Nueva Ecija
Civil Status:  Single 

Occupation:  Student 

Sister:  Santiago, Jenevi Dinglasan 

Birthday:  December 30, 1991   



Birth Place:  Gapan City, Nueva Ecija
Civil Status:  Married 

Occupation:  Unemployed
EDUCATIONAL BACKGROUND
Elementary 





              Year [From] - [To]



School: Divina Pastora College 



 
2005 - 2011 


Address:  Gapan City, Nueva Ecija Philippines




Secondary 


School:  Juan R. Liwag Memorial High School


2011 - 2015

Address:  Gapan City, Nueva Ecija Philippines
College


Course:  Bachelor of Science in Psychology


2015 - 2019

School:  Far Eastern University 





Address:  Sampaloc, Manila, Philippines 

EMPLOYMENT HISTORY

Position:  Administrative Aide VI 

Company:  Department of Education – Division of Gapan City 

Address:  Don Simeon St. San Vicente, Gapan City Philippines

Date:  March 2021 – Up to Present 

Reason for Leaving:  Presently Employed 

Job Description / Duties and Responsibilities: 

· Responsible for preparing and filing monthly Provident Fund report.
· Responsible for checking and recording of Provident Loan borrowers to Ledgers.
· Responsible for recording and routing of documents addressed to the Finance unit.
· Responsible for accurate recording of Trainings, Travels and Supplemental Salary.
· Responsible for sorting monthly Obligation Request Status (ORS) and Finance documents.
· Responsible for preparing Supplemental Salary Requests for voucher preparation.
· Responsible for updating of online Budget Monitoring System.
Position:  Office Assistant – Part-time 
Company:  PremierGen Pte Ltd
Address:  Serangoon, North Avenue 2, Singapore
Date:  August 2022 – December 2022 

Reason for Leaving:  Involuntary Termination 

Job Description / Duties and Responsibilities: 

· Responsible for encoding and sorting of customer and insurance policy information.
· Responsible for updating of database on new accounts and policy renewals.
· Responsible for basic bookkeeping duties.

· Other tasks as delegated.
Position:  Tutor – Part-time 

Company:  Course Hero 

Address:  2000 Seaport Blvd Redwood City, California
Date:  September 2020 – Up to Present
Reason for Leaving: Presently Employed 
Job Description / Duties and Responsibilities: 

· Responsible for providing text-based answers and explanations to students’ school works.
TRAININGS / SEMINARS ATTENDED

Training Center: Victorious Language and Tech Inc.      Duration:  Nov. 7, 2022 to Nov. 18, 2022
Address: 2nd Floor KL Building, Tinio Street, San Vicente, Gapan City, Philippines 

Title: Korean Language Course
Training Center:  Alison Education Company 
     Duration:  March 12, 2022 to March 12, 2022
Address: Galway Technology Park, Parkmore, Galway, H91 E309, Ireland
Title: Administrative Support Training 

Seminar Title: Choose to Refuse: Learn the Different Faces of Addiction
Implementer: PGCA-Laguna Chapter Dunong-Buhay Webinar Series

Date: December 29, 2022

Seminar Title: Financial Wellness: Taking Charge of Your Self-Care

Implementer: PGCA-Laguna Chapter Dunong-Buhay Webinar Series

Date: November 24, 2022

Seminar Title: Recognizing and Handling Microaggression in the Workplace

Implementer: Department of Education – Schools Division Office of Gapan City

Date: October 28, 2022

Seminar Title: Training for Human Resources Practitioners on Effective People Management

Implementer: Department of Education – Schools Division Office of Gapan City

Date: September 22-23, 2022

Seminar Title: Life in Lockdown: A Conversation on Work and Family Life Amidst COVID-19

Implementer: Philippine Social Science Council

Date: January 12, 2022

Seminar Title: Identifying and Understanding Mental Health Challenges amidst Pandemic
Implementer: Manuel L. Quezon University
Date: June 25, 2021
Seminar Title: Tips on Strengthening Online Presence

Implementer: Manuel L. Quezon University

Date: June 25, 2021

SPECIAL SKILLS / INTERESTS

· Skilled in Research, Test Administration and Test Interpretation
· Bookkeeping

· Skilled in basic oral and written Korean language

· Skilled in major relevant computer applications like MS Word, MS Excel.

· Well-versed in oral and written English and Filipino.
· Cooking 
CHARACTER REFERENCES
Elmar Cyruz P. Peralta 

Administrative Officer II 

DepEd – Division of Gapan City
Tel. No.: +63 (906) 345 0240
Rosell P. Aquino

Administrative Assistant III

DepEd – Division of Gapan City

Tel. No.: +63 (906) 345 0240
Cecilia Lim 

Administrative Assistant
PremierGen Pte Ltd
Tel No.: (+65) 9179-6677








_________________________









        Applicant’s Signature  
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