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OBJECTIVES
To identify a suitable, challenging, and growth-oriented position where I can fully utilize my ability and skills to the fullest, allowing me to contribute to the company. I am driven and motivated to work in a position that can provide steady growth and learning opportunities to practice and share my knowledge and skills. 
SKILLS
· Communication and Interpersonal Skills
· Teamwork
· Knowledge of products and services
· Problem-solving
· Time management
· Adaptability
· Resolution conflicts
· Technology Ability
Summary of Qualifications
· Office administrative certificates
· Outstanding administrative abilities, including data entry, document formatting, and typing.
· Experience preparing and proofreading contracts.
· Proficient in utilizing office software such as Microsoft Office Suite and Google Workspace to streamline workflows and enhance productivity.
· Proven ability to perform well under tight deadlines.
· Demonstrated ability to prioritize and multitask in fast-paced environments, consistently meeting deadlines and exceeding expectations.
· Team player with a positive attitude and a willingness to support colleagues and contribute to a collaborative work environment.



EDUCATION

Office Administrative Executive, 2024
Centennial College, Toronto ON

Relevant courses included: Word Processing; Document Production; Office Procedure; Computer Application; and Bookkeeping.

Office Administrative, 2022
Tagbilaran City College, Bohol, Philippines


EXPERIENCE

Executive Assistant
Local Government Unit of Tagbilaran City, Philippines
December 2014 – December 2022
· Responsible for all administrative processes including filing system of the documents and records, filed, and appraised accurately.
· Arrange the schedule of 30 employees in my section as Section Head of the Motorpool & Transportation Division.
· Submission of monthly fuel consumption report to the Department of Energy.
· 100% outgoing communication delivered accurately within minutes of receipt.
· Supervise Administrative staff and coordinate their functions.

Office Clerk
Bohol Tropics Resort Corporation, Bohol, Philippines
January 2009 – November 2014
· Maintaining documents and information to ensure their accessibility and administration.
· Preparing outgoing mail and sorting and distributing messages that arrive.
· Taking messages on the phone or transferring calls to the proper coworkers.
· Make use of computers and office equipment, such as printers and photocopiers, for word processing and spreadsheet output.
· Keep an eye on the supply of office supplies (stationery, paper clips, etc.) and let others know when there are shortages.
Certificate of Achievement

RESUME TEMPLATE (No Related Experience) – Start your resume
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· Typist
· Food Handling Certificate
· Hootsuite Platform Certificate
· Google Analytics Certificate
· Advanced Google Analytics Certificate
· Fast Track Certificate for Big Interview
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