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201-9604 Manning Avenue, Fort McMurray, Alberta

Motivated Cooperative Development Specialist in the provincial sector with skills in project management and community engagement. Experienced accounting and finance clerk with strong foundations in financial operation and client service.
SKILLS

· 
· Project Management
· Sales and Marketing
· Professionalism and strong work ethic
· Oral and written communications
· Time management
· Attention to detail
· Versatile and adaptable
· Customer service	
· Translation and Transcribing
· Interpersonal skills
· Teamwork
· MS Office
· Community engagement



EDUCATION
Postgraduate in Business Administration Accounting Coop Diploma	2024 – present
Keyano College | Canada
Bachelor of Science in Fisheries (ETEEAP)
Registered Fisheries Professional 	2020
Pangasinan State University | Philippines
Bachelor of Science in Secondary Education (18 units earner) 	2017
Calayan Educational Foundation, Inc. | Philippines
Master in Public Administration 	2008-2011
Polytechnic University of the Philippines | Philippines
Bachelor of Science in Business Management Major in Entrepreneurial	2001-2005
/Cooperative Management 
Southern Luzon Polytechnic College | Philippines
WORK EXPERIENCE				
Interpreter (Freelance)							June 2024 - present		
Cantalk Canada | Winnipeg, Manitoba
· Providing real time interpretation that focuses on oral and vocal transcribing of thoughts, phrases and words from English to Tagalog and vice versa.
· Proficient in comprehending speaker’s words, abbreviations or specific expressions quickly using phone. 
· Obey the professional code of ethics covering impartiality and confidentiality

Produce Clerk (Part time)						January 2024 - present		
Sobeys, Inc. | Fort McMurray, Alberta
· Responding to customer questions and helping in locating specific items.
· Sort, check, and replenish stocks display daily. 
· Perform back shop and retail floor maintenance, keeping work area clean and presentable.
· Maintaining safe and hygienic food standards and practices.

Translator / Transcribing (Project-based)				April 2022 – September 2022
Freelancer | Philippines
· Proficiently translated movie, series, and Korean Drama subtitles from English to Tagalog, ensuring a seamless viewing experience for audiences.
· Transcribing discussions/dialogue between a subject and interviewer for a research company.

Cooperative Development Specialist II				October 2018 – November 2023
Office of the Provincial Agriculturist | Philippines
· Served as Resource Person in conducting Organizational Development Training to farmers and fisherfolks.
· Took on the role of Key Person/Compliance Officer for 4 assigned projects with Philippine Rural Development Project.
· Established connections and collaborations with different government agencies.
· Led the formation and reorganization of organizations and Fisheries and Aquatic Resources Management Council (FARMC).

Agricultural Technician II						September 2015 – October 2018
Office of the Provincial Agriculturist | Philippines
· Render technical assistance to fisherfolk and fish farmers in the management of their fishpond, fishcage and other areas
· Collection and submission of monthly fisheries data report in aquaculture and municipal sector.
· Attend fisheries management training and transfer, relay and conduct the training to fisherfolk clients.
· Prepare and draft project proposals for fisheries programs and projects for the calendar year.
· Empowerment of fisherfolk, fisherfolk organizations through  conducting of trainings. 

Administrative Aide IV (Clerk II)					March 2007 – September 2015
Office of the Provincial Agriculturist | Philippines
· Responsible for the incoming and outgoing of correspondence and distribution concerned personnel.
· Attended phone calls, clients/clienteles’ inquiries.
· Served as secretariat and responsible for documenting, preparation, and maintaining of minutes of meeting of the Provincial Coastal Resource Management and Sustainable Development Council (PCRMDSC).
· Served as office supplies custodian.
· Assist other staff in preparing reports and drafting project proposals.

Cashier (Part time)								March 2016 – November 2023
Quezon Agri-Vet Employees Multi-Purpose Cooperative | Philippines
· Accurately processed payments and other transactions of the members.
· Responsible for depositing payments, including cash and checks, into the accredited banks of the cooperative.
· Prepared checks and facilitated loan releases on the 15th and 30th day of every month.
· Served as a compliance officer, ensuring the timely submission of required reports to agencies such as the Cooperative Development Authority, BIR, and other government bodies.

Financial Consultant (Part time)						June 2014 – December 2023
PRULIFE UK | Philippines
· Presented, discussed, and sell insurance products (i.e. traditional and variable to targeted clients).
· Created financial plans for clients in their insurance, investment, and other financial matters.
· Provided excellent customer service to existing and new clients.
· Helped existing clients on their claims and other transactions to the office.

Finance Clerk (Part time)							January 2014 – July 2015
Quezon Agri-Vet Employees Multi-Purpose Cooperative | Philippines
· Recorded payments and remittances from deducted salaries in each member's individual ledger.
· Prepared and recorded official receipts, cash and check vouchers and other financial reports.
· Computed, encoded, and reconciled everyday transactions, maintaining the integrity of the cooperative's financial data.
· Provided excellent customer service by addressing members' inquiries promptly and professionally.
· Assisted with typing, compiling, recording, and organizing office records to maintain a well-structured and efficient workflow.

Accounting Clerk / Teller							September 2005 – March 2007
St. Jude Multi-purpose Cooperative | Philippines
· Prepared necessary documents, applications, passbooks, and ledgers.
· Filed records pertaining to the members, including membership applications, loan applications, and accounting forms.
· Assisted field collectors in preparing the Daily Collectors Report.
· Summarized daily transactions and prepared necessary financial reports every month.
· Accepted all payments and prepared necessary reports and deposit slips.
· Attended to clients and members inquiries.

VOLUNTEERING
Organizer
Wellness Center, Keyano College | Fort McMurray, Alberta			January 2024
Ticket Taker
Keyano Theatre, Keyano College | Fort McMurray, Alberta			February 2024
Registration/Prize Table: Mission Impossible Volunteer
KidSport Wood Buffalo | Fort McMurray, Alberta				March 2024
Cookies Decorator
Northern Lights Health Foundation | Fort McMurray, Alberta		May 2024
Chip Runner
Alzheimer Society of Alberta and Northwest Territories-Wood Buffalo | Fort McMurray, Alberta												July 2024

CERTIFICATION

· 
· Canadian English Language Proficiency Index Program (CELPIP-General) – May 2024

