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Professional Summary 

Systematic Administrative Assistant with successful experience in fast-paced office settings. Hardworking team-player with expertise completing various clerical tasks and offering staff support. Responsible, punctual and productive professional when working with little to no supervision.



PERSONAL INFORMATION

Date of Birth:  July 11, 1988
Place of Birth: Quezon City
Age: 35 years old
Sex: Female
Status: Single
Citizenship: Filipino
Religion: Catholic


EDUCATION

Bachelor in Elementary Education
June 2006 – May 2016
University of Manila


WORK HISTORY

Human Resources Information System Officer | Primepower Manpower Services
Makati City - January 2022 - Present
· Timekeeping
· Maintaining database of employees and sorting of emails.
· Monitoring employees performance

Data Encoder | Macro Health Research Organization Inc.
Quezon City - July 2021 - December 2021
· Gathering data and research
· Encoding all the details

Administrative Assistant |Transfiguration of Our Lord Parish
Quezon City – October 2013 - June 2021
· Clerical functions Organizing office operations and procedures, Supports customers by providing helpful information responding to their complaints.
· Answered multi-line phone system, routing calls, delivering messages to staff and greeting visitors.
· Monitored premises, screened visitors, updated logs and issued passes to maintain security.
· Supported room reservations, agenda preparation and calendar maintenance for programs, meetings and events.
· Maintained staff directory and company policy handbook for human resources department.


Customer Service Representative | Infocom Technologies
October 2012 – October 2013
· Answered constant flow of customer calls with minimal wait times.
· Answered customer telephone calls promptly to avoid on-hold wait times.
· Offered advice and assistance to customers, paying attention to special needs or wants.

Teacher Aide | St. Francis School
June 2010 – June 2012
· Provides support to the teacher to ensure a safe and stimulating educational environment.
· Assists the teacher in planning and preparation for daily activities; aids instructional efforts of the teacher.
· [bookmark: _GoBack]Assists the teacher in preparing lesson outlines, plans, and curricula in assigned areas.

SKILLS

· Ease with Computers and Technology
· Multitasking and Time Management
· Schedule Management
· Office Equipment Operation
· Research and Analytical Skills
· Confidentiality and Data Protection
· Microsoft Office Suite
· Accounting and Bookkeeping
· Document and File Management
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