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Description automatically generated]THERESA AGARAN LACSA
#10 Maugat East, Padre Garcia,4224 Batangas
Mobile Number: 09267258860
Email Address: kaytlyn0814@gmail.com
PASSPORT #: P9220880B
SSS #: 33-7880550-7
TIN #: 228-729-149




WORK EXPERIENCE


OWNER
KAYTLYN’S SARI-SARI STORE (JUNE 2021 up to present)
Wholesale and Retail
Maugat East, Padre Garcia, Batangas


OWNER
BLAIRE’S BAKESHOP (JUNE 2015 – JUNE 2021)
Capitulacion St., Zone 2, Bangued Abra


ADMINISTRATIVE SECRETARY ( August 2009 to December 2014)
Young Women’s Christian Association (YWCA) of Manila
General Luna St., Ermita, Manila


DUTIES AND RESPONSIBILITIES:


· Answer and directs phone calls.

· Organize and schedule appointments.

· Plan meetings and take detailed minutes.

· Write and distribute emails, correspondence memos, letters, faxes, and forms.

· Responsible in the preparation of scheduled reports needed for the Regular Board of Directors Meeting.

· Develop and maintain a filing system.

· Update and maintain office supplies and procedures.

· Order office supplies and research new deals and suppliers.


MACHINE OPERATOR (November 2005 to November 2008)
UNIMICRON TECHNOLOGY CORPORATION
No. 177 Shan Ying Road, Kwei Shan Industrial Park, Taoyuan, Taiwan
Republic of China


DUTIES AND RESPONSIBILITIES:


· Enforces quality on every product assigned to be exposed with concern to the desired output of the costumer using the EXP 2050 or EXP1350 machine.

· Prepares Department’s Daily Production Report and discuss to the department’s manager.



LEGAL SECRETARY / DCC STAFF (November 2004 to October 2005)
VETERAN’S PHILIPPINE SCOUTS SECURITY AGENCY
81-E Alfina Bldg., Lantana St., Cubao, Quezon City
Tel. No.: 7220232 / 4150535 / 4150721


DUTIES AND RESPONSIBILITIES:


· Represents the Agency in Labor Cases during the Mandatory Conference / Conciliation.

· Assists the Legal Manager in preparing pleadings for Labor Cases.

· Responsible for the preparation of Security Service Contracts.

· Responsible for securing bonds for Security Service Contracts and Labor Cases.

· Review contracts before forwarding it to the Legal Manager and President for signature.

· Performs EXECUTIVE SECRETARY functions for the President.


ISO / DCC STAFF ( July 2002 up to November 2004 )
VETERANS PHILIPPINE SCOUTS SECURITY AGENCY
81-E Alfina Bldg., Lantana St., Cubao, Quezon City
Tel. No.: 7220232 / 4150535 / 4150721


DUTIES AND RESPONSIBILITIES:


· Controls and manages all company’s documents and records in soft copy and hard copy format. Prepares and enforces standards for the use and security of documents and records.

· Supervises and directs team members on the conduct of Internal Quality Audit.

· Coordinates to all Department Manager’s all matters pertaining to ISO 9001: 2000.

· Checks and modifies forms, flowcharts, and procedures as part of the development of new or improved procedures.

· Transcribe and disseminates all instructions emanating from the management with regards to ISO 9001:2000 through effective memorandum / correspondence.

· Prepares Audit Report.

· Prepares presentation/document/record needed for the Management Review.


SECRETARY TO THE PRESIDENT (July 2001 to January 2002)
PS MERCHANDISE COMPANY INC.
#28 Marcos Hi-way Brgy. Dela Cruz, Pasig City
Tel. #: 6452366 / 6457868 / 6826507


DUTIES AND RESPONSIBILITIES


· Receives incoming correspondence/email messages for the President.

· Dispatches outgoing communications from the President.

· Prepares Power Point Presentation.

· Maintains periodic and updated records of events on the following:

a.	Addresses and telephone numbers of all costumers and personal contacts.

b.	Minutes of the meetings.

· Maintains network set up of the organization.




EDUCATION

	

COLLEGE		:	UNIVERSITY OF BATANGAS ( 1997 – 2001 )
				Hilltop, Batangas City
BACHELOR OF SCIENCE IN COMPUTER SCIENCE
OUTSTANDING ACADEMIC ACHIEVEMENT

	
HIGH SCHOOL	:	BUKAL NATIONAL HIGH SCHOOL ( 1993 – 1997 )
				Bukal, Padre Garcia, Batangas
				VALEDICTORIAN


ELEMENTARY   	:         MACALAMCAM ELEMENTARY SCHOOL ( 1987 – 1993 
				Macalamcam A., Rosario, Batangas
				FIRST HONORABLE MENTION


SEMINARS AND TRAININGS ATTENDED

	
	ISO 9001:2000 Internal Quality Audit
	TUV Rheinland Philippines, Ltd.,
	May 2003

	ISO 9001:2000 Documentation Seminar
	TUV Rheinland Philippines, Ltd.,
	October 2002

	Seminar on Microcomputer Based Operating System and
	Web Page Design Using Macromedia Dreamweaver
	University of Batangas
	March 15, 2001

	Seminar on E-Commerce
	University of Batangas
	September 18, 2000

	Seminar on Networking and I.T. Updates
	University of Batangas
	January 27, 2000



PERSONAL DATA


	Nickname  : Therie				
	Date of Birth: March 14, 1981		Place of Birth  : Angeles City Pampanga		Sex: Female  				Civil Status	  :  Married
	Height :  5’8”					Religion           :  INC
	Citizenship	:	Filipino		Weight            :  140lbs
	Father’s Name:	Eulogio V. Agaran	Occupation     :   Businessman
	Mothers Name:	Victoria C. Agaran	Occupation	  :    Housewife
	Spouse Name:	Gerwin S. Lacsa
	No. of Children :	2



CHARACTER REFERENCE


	Mr. GODOFREDO AGARAN
	Barangay Captain
	Maugat East, Padre Garcia, Batangas
	Contact Number: 09156277547

	
MS. VIVIAN A. RISARE
	Teacher II
	Bukal Integrated High School
	Bukal, Padre Garcia, Batangas
	Contact Number: 09166835296
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