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Job Objective: To obtain an available job in your company where I can apply as an Executive Assistant or other suitable jobs that fits me, and I can also develop new skills and learnings that I can use in my daily life .

Education:

University of St. La Salle, Bacolod City, March 2015
Bachelor of Science in Business Administration Major in Operations Management and Business Economics

Relevant Experience

· Student Intern at the Regional Key Account Group of Coca-Cola Bottlers Philippines Inc.- Bacolod Plant
· Customer Accounts Executive at the Retention Campaign of Transcom 
Worldwide Phils. Inc. ; April 13, 2015-October 14, 2015
· Customer Service Representative at Ubiquity Global Services-Bacolod; December 21,2015-April 14, 2016
· Budget Staff at Dr. Pablo O. Torre Memorial Hospital (Riverside Medical Center Inc.); July 16, 2016 – May 15, 2019 
· Part-Time ESL Teacher at Acadsoc Online English Company, August 20, 2018 – June 2019
· Virtual Assistant at Pathcutters Philippines Inc., October 2020 – June 2021

· Accounts Service Personnel at Manila Teachers Mutual Aid System Inc., July 2021 - Present

Seminars and Trainings

· Corporate Social Responsibility Congress 2011, Sugarland Hotel, February 2011

· Junior Philippine Economics Society, Member

· ASEAN Congress, Sanctuario De La Salle, March 8, 2014

· Investment Seminar, O’Hotel, September 2014



Affiliations

· Society of Young Management Accountants (SYMA), 2012-2013
· Junior Philippine Economic Society Member, 2013-2015
· Decision Makers Incorporated Member, 2013-2015

Career Profile

· Possesses strong analytical and problem skills, with the ability to make easily thought out decisions
· Effective Communicator and with an excellent writing skills
· Efficient, Organized, Creative, and Resourceful in completion of task, detail-oriented and good at multitasking
· Expert in Microsoft Office, Excel, Google Sheets, Trello, Slack, Credit Management System, and Canva with moderate skill in typing.
· I also have experience in booking flights, hotels, and allocation of travel allowances.
· [bookmark: _gjdgxs]Successful in Creating and implementing strategic plans and developing process to meet short term and long term objectives.
· With 6 years Work experience in Budget and Finance Sector, General and Administrative, and Customer Service.




Character References:


Learnsy Tabuada
Accounts Service Personnel
09955345808

Ms. Cherryl Anne De Guzman
Branch Manager
09173196060

Mr. Joel Gonzales
Office Assistant
09271533808
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