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	 Career Summary	
	
	
	

	[bookmark: _GoBack]Highly motivated and well-organized administrative staff with 6+ years of experience in the same field, seeking a position where I can use my knowledge and skills, strong administrative and clerical skills, knowledge of Microsoft Office products, and ability to work independently can be utilized for the benefit of the company. Strong communication and hardworking.
	
	

	  Professional Experience	
	
	
	

	Administrative Aide III
  Eulogio Amang Rodriguez Institute of Science and Technology – Manila, Philippines
	Jun 2018 - Present
	
	

	· Provide administrative support and perform other functions as may be directed by the Director and other superiors.
· Serve as a front liner to the walk-in clients about, inquiries, requests, and complaints.
· Handles office tasks and customer services such as answering inquiries thru phone calls and emails, generating reports and presentations, setting up meetings, ordering supplies and preparing communication letters.
· Create, maintain, and preserve confidential and organized filing systems, both electronic and physical. 
· Verify book and bank balances, statements of accounts, receivables, and payments. 
  Administrative Assistant                                                                                                                         May 2017 - May 2018
   Eulogio Amang Rodriguez Institute of Science and Technology – Manila, Philippines  
· Performs a variety of general clerical tasks, including but not limited to running errands.
· Answers incoming calls and handles the communication needs of customers and constituents.
· Records information as needed and notifies managers of messages. Serves as a minute taker.
· Sends emails and initiates correspondence, both internal and external. 
· Maintains multiple office calendars and notifies managers of upcoming deadlines.
	· On it
	· 

	 Education	
	
	
	

	  Eulogio Amang Rodriguez Institute of Science and Technology – Manila, Philippines 
· Bachelor of Science in Tourism – 2016

Awards:
· Academic Excellence Awardee - 2016
· Best in Tourism Planning and Developing - 2016
   
           Training and Certificates
· Basic Customer Service Skills – 2022
· Basic Internal Control Concepts and Internal Auditing Principles and Practices – 2023
· Professional Education (Teaching Certificate Program) - 2023

 Skills & Abilities	
	 
     
	
	

	
	
	
	


	· Proficient in MS Office
· Exceptional organization and time management
· Strong Result Focus
· Ability to work autonomously.
· Database management 
· Attention to details.
· Good customer service


	
	
	



