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ANDREA LOPEZ ZUÑIGA

#497 A. Mabini St., Hulo Pililla, Rizal

Contact Number: 09267384856
Career Objective: I am seeking a competitive and challenging environment where I can serve your organization and establish an enjoyable career as well to my camaraderie and potential for growth in diversified areas of management leading to value-added decision making.
Career Experience:

Municipality of Pililla, Rizal

Pililla Rizal

(July 2, 2019- up to present)

BPLO Staff/Counter part of DTI
Duties and Responsibilities:

Responsible in processing of business applications both new and renewal.
Charge in making sure that all enterprise will be inspected to check whether they have registered their business, trade undertaking and activity or renewed their permit.
Preparation of Mayor’s/Business Permit to all kinds of business, trade undertaking and activity within the Municipality of Pililla.

Sun Cellular

Corporate Galleria Center

Pasig City

(2014-2017)
Administrative Assistant

Duties and Responsibilities:

General administrative support

Evaluation the data submit by the account manager

Turn-in all the data for creation of accounts and activation

Process all the approved accounts

Accommodates client’s specific needs

Handling Top Corporation accounts and existing accounts

 Department of Trade and Industry (DTI)
 Cor. Roxas Boulevard Pasay City

(2011-2013)
Executive Secretary

Duties and Responsibilities:

Filing & provides confidential support to one or more incumbents
Organizes events and preparing presentations relevant to the in-house seminar
Preparing documents and handouts
Coordinate itinerary travels and travel order
Responsible to arrange administrative task, ordering office supplies, mailing, faxes, encoding file
The Medical City

Ortigas Avenue, Pasig City

(2007-2010)
Administrative Assistant/Records 

Duties and Responsibilities:

Responsible for issuing records of the patient

Coordinate payment collection to cash management

Manage to update all requested records and keep all confidential files

Employee Assistance

GL.Net Solutions Exchange, Inc. (Accounting Firm)

City Land Shaw Tower Mandaluyong City

(2004-2007)

Administrative Officer

Duties and Responsibilities:

Administrator of Office

HR Functions

Coordinate Admin and Finance

Collection Process

Employee Assistance

Educational Attainment:
1999-2003
Central Colleges of the Philippines



Bachelor of Business Administration Degree in Commerce



Major in Management

1995-1999
San Ildefonso College



Tanay, Rizal

1989-1995
Pililla Elementary School Unit-1



Pililla, Rizal
Group Affiliation:
Gawad Kalinga Community

Cluster-Coordinator in Rizal
CCP-The English Club

Vice-President

S.Y. 2000-2001
CCP-Junior Management Association (JMANA)

Student Coordinator

S.Y. 2001-2003
Skills: Computer Literate, Good Communication Skills

Seminars Attended:

The Medical City – “Corporate Orientation Program”

Training Department of the Human Resources Div.

June 22, 2007

Social Security System- Member Relations Department (General Information Seminar)

VisMin Function Room, 2nd Flr., SSS Main Office

July 30, 2004

CCP – Information Technology: Internet Applications

August 22, 2003

PUP – E-Connect Marketing inside the Net

January 19, 2002
On the Job Training: 
Philippine Long Distance Telephone (PLDT)

Personal Information:

Nickname:       Drei




Age:          37   

Date of Birth:   November 30, 1982


Birth Place: Pililla, Rizal

Civil Status:      Married



Citizenship: Filipino

Height:            5’0

Religion:          Roman Catholic
Character References:
Miss Wenna B. Batoy
Shipping Manager
RedGold Forwarder Inc.

09458439425
I hereby certify that the above mention information is true and correct to the best of my knowledge and belief.










_________________










Applicant’s Signature
