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	Objective
To obtain a full-time employment in Canada
Summary of Qualifications
· 4 years of experience in government service
· 6 months experience in a Human Resources and Management Office
· 3 years of experience in sales 
· Proficient in MS Office, Email and Internet
· Possess extensive expertise in database management
· Strong ability to perform duties and multiple tasks simultaneously
· Effective in sales with a Top Sales Promoter Award
· Efficient in filing, organizing and planning under time constraints in a fast-paced environment
· Able to create a friendly and cooperative working relationship with clients and coworkers
Relevant Skills
Administrative Skills
· Consolidated data needed for the completion of various plans in the municipality
· Prepared presentations for meetings and orientations
· Scheduled and coordinated meetings, appointments and travel arrangements for department heads
· Compiled data, statistics and other information needed in the department
· Created itineraries, reimbursements and liquidation reports for the department heads and other employees
· Ensured all files were maintained and organized efficiently
· Consolidated and checked employees’ daily time records
· Prepared employees’ contract and appointments
· Operational knowledge of various office equipment including scanners and photocopiers
· Answered phone calls and emails

Customer Service Skills
· Greeted clients/customers in a friendly and professional manner
· Built immediate rapport with clients/customers through friendly and engaging attitude
· Provided top quality service to clients/customers and handles inquiries, complaints and questions
· Identified and resolved products or service problems by clarifying customer complaints
· Assessed customers’ needs and made appropriate recommendations that drove sales
· Absorbed and disseminated information in a practical and understandable way 
Professional Experience
Statistician Aide 
Pagudpud, Ilocos Norte, Philippines
Municipal Planning and Development Coordinator’s Office
Local Government Unit
2020-2023

Administrative Aide 
Pagudpud, Ilocos Norte, Philippines
Human Resource and Management Office
Local Government Unit 
2019

Sales Promoter
Pagudpud, Ilocos Norte, Philippines
Global Trustee’s Multi-Purpose Cooperative
2017 to 2019

Front Desk Officer/Secretary
Pagudpud, Ilocos Norte, Philippines
Villa Del Mar Ivory Beach Hotel & Restaurant, Inc. 
2015 to 2017

Sales Agent
Laoag City, Philippines
C.Cellzone 
2012 to 2013
Educational Background
Diploma Course in Computer Programming
AIE College- Laoag, Inc.
Ilocos Norte, Philippines
2012
Eligibility
Civil Service Professional Exam Passer
Rating: 84.17
Ilocos Norte, Philippines
2019
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