Hello
I’m Kristine Ann M. Catelo
Valmark Bldg. Espina Extension, Brgy. Taft
Surigao City, Suigao Del Norte 8400
+639703902961
kristineamc20@gmail.com

Skills
Flexibility. Emotionally Intelligent. Communication Skills. Computer Literate. Dependability. Creativity

Experience

December 2023 - Present
Advance Appliance, Limited -- Virtual Assistant
· Checks Email Address for possible Clients Online Requests
· Send techinician's parts needed use for the day
· Check/optimize technician's route
· Dispatch jobs to technicians
· Do inbound/outbound calls
· Set technician's appointments
· Do technician's timesheets for payroll

February 2018 – January 2024
Caraga Regional Hospital, Surigao City -- Clerical Aide
· Prepares Property Issuance Slip
· Prepares Return/Condemned Properties Report Form
· Prepares Filing of Property Issuance
· Prepares Transfer/Return Slip of Properties
· Prepares Report on Supplies & Materials Issued
· Assists on checking new delivery stocks/machine
· Assists in Inventory/Physical Count of Property Inventory Items
· Assists in Disposal of Unserviceable Properties

May 2009 – June 2010
Provincial Health Office, Surigao City – Clerical Aide
· Assists in checking new delivered stocks of medicines
· Assists in Physical Inventory of Drugs and Medicines
· Assists in posting Requisition and Issuance Slips
· Posting of Requisition and Issuance Slip in BIN Cards
· Assigned as Liason

September 2007 – March 2008
Waterfront Hotels & Casino, Cebu City – Promo Merchandizer
· Promotes Non-Alcoholic Drink Products
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October 2004 – October 2007
Bachelor of Science in Tourism
Undergraduate
Southwestern University, Cebu City


