MA. ELENA S. BACANI
5750 51 Avenue, Ponoka
Email Add: bacanielena17@gmail.com
Contact No: +403 9135080


CAREEER OBJECTIVE:	

A highly motivated individual with 26 years of working experience seeing a challenging role as an Administrative Officer to make use of my proven ability to successfully manage multiple tasks simultaneously.

SKILLS:

· Years of experience handling office administrations task such as
organizing and storing information in paper and digital form.
· Organizing and handling events, scheduling meetings, Arranging visa, travel and accommodations.
· Proficient of computer operations: Microsoft office
· Liaising government Business Permits
· Managing office stock, preparing regular reports (e.g. expenses and office budgets) and organizing company records.
· Skilled in processing of Billing, PO and collections

WORK HISTORY:

ADMIN OFFICER
Metrofaces Talent Management				April 2016 to present
Unit 240 2F Milelong Building
Makati City Philippines

· Process and released check of the talents
· Maintain ang organizing filing system
· Coordinator and event organizer
· Secure and process Government permits
· Purchased supplies and stocks for the office 
· Process billing, contracts and PO
· Payment and check collections
· Secure Talen Contract of the Talents


ADMIN ASSISTANT / GROUP SECRETARY		May 1997 to 2015
Mulen LoweTreyna
15F Rufino Pacific Tower
Ayala Avenue , Makati City, Philippines

· Dealing with queries on the phone and by email
· Process PO, Billing and the likes
· Maintain and organize filling system
· Prepare Power point presentation
· Scheduling meetings, Arranging visa, travel and accommodations.


SYSTEM TECHNOLOGY INSTITUTE			1993 – 1995
Computer Programmer


VALENZUELA NATIONAL HIGH SCHOOL		1984 – 1988
Secondary



Reference available upon request


