
 

 

Flexible Clerk offering 4 years of experience facilitating operations in planning and 

development office settings and leverage skills for efficient operations, organized and 

attentive professional with demonstrated talent in administrative support. 
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Production Worker/ Support Staff (Encoder) 

MyBrush Technology (Phil.) Inc., Sto. Tomas,Batangas Philippines 

• Entered data into system 

• Offered technical support and troubleshoot issues to 

enhance office productivity 

•  

Dairy Clerk 

Mallig Dairy Multi-Purpose Cooperative, Mallig, Isabela Philippines 

• Organized delivery schedules for 10 delivery service and    

40,00 bottles of pasteurized milk. 

• Answered questions from customers and discussed new 

products placed in dairy cases. 

• Labeled and inventoried dairy products. 

• Restocked cases with new products and removed expired 

items for proper disposal. 

• Stocked products, clearly labeling items and arranging 

according to size, date and color. 

• Redesigned refrigerator displays and rotation systems for 5 

dairy products. 

Administrative Clerk 

Local Government Unit of Mallig, Mallig,Philippines 

• Coordinated and maintained impressive office organization to 

keep facilities efficient, organized and professional. 

• Developed improvements to enhance government reporting 

capabilities, support success training processes. 

• Entered data into system into government system. 

• Offered technical support and troubleshoot issues to enhance 

office productivity 

• Provide direction, support and ongoing feedback to staff. 

 

2013-06-

2017-06 

 

2018-06-

2018-12 

Bachelor of Public Administration 

Cagayan State University – Carig Campus- 

Tuguegarao City, Cagayan Valley, Philippines 

 

Bachelor of Science: Secondary Education  

Major in Social Studies 

Mallig Plains Colleges 

Mallig, Isabela, Philippines 

Verbal and Written 

communication 

Sorting and Labeling 

MS Office 

Interpersonal confidence 

Arjay Mark 

Mendioro 

Contact 

Skills 

Address 

Mallig, Philippines 3323 

Phone 

 09756984544 

E-mail 

Database administration 

jhaymapalo005@gmail.com 

Upper intermediate 

Upper intermediate 

Intermediate 

Advanced 

Upper intermediate 
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