KATE AX’L T. ESTOJERO 
MUNTINLUPA CITY, PHILIPPINES 1770 ● +639452576829 ● kate_estojero@dlsu.edu.ph 

PROFESSIONAL SUMMARY 
Professional and dedicated government employee with expertise in records and program management, budgeting and financial planning. Effective in communicating with a diverse set of audience from officials to stakeholders. Offering keen attention to detail and strong decision-making skills to manage multiple, concurrent tasks. Committed to upholding the principle of integrity, honesty and accountability to deliver high-quality services and drive positive outcome. 
EDUCATION 
 
De La Salle University- Manila- Taft Avenue, Manila | Master’s Degree 
Master’s in Business Administration, Expected in 2024 
Integrated Action Research: Improving the Collection Process of a Microfinancing Program of the City Government of Muntinlupa 
 
San Beda College Alabang- Alabang Hills Village, Muntinlupa City | Bachelor’s Degree 
Bachelor of Science in Entrepreneurship, April, 2017 
· Dean’s Annual Honor Roll
· Dean’s List 
· St. Benedict Scholarship- Student Assistant at the Guidance Counselor’s Office- 2013- 2017 
WORK HISTORY 
ADMINISTRATIVE OFFICER IV | August, 2019 - Current                          
City Government of Muntinlupa - Office of the City Mayor – Muntinlupa Entrepreneurship Financing Division (MEFD) - Muntinlupa City, Philippines 
· Delivered top-notch administrative support to office staff by creating and updating physical records and digital files to maintain current, accurate, and compliant documentation. 
· Evaluate the operational efficiency of requested programs to properly allocate budget and coordinates with other departmental offices to process funding and reimbursement. 
· Implemented office activities and public events from execution, planning, communications, scheduling to venue set up and tear down.
· Spearheads the marketing initiative of promoting the microfinancing program to microentrepreneurs through financial literacy seminars and orientation.
· Acts as a resource speaker for MEFD engagements and other activities in partnership with both government and private institutions.
 
PHONEBANKING SPECIALIST | June, 2018 – July, 2019
Bank of the Philippine Islands - Muntinlupa City, Philippines 
· Actively listened to customers, handled concerns quickly and escalated major issues to supervisor. 
· Gathered, organized and input information into digital database to update account information in maintaining customer records. 
· Responded to customer requests and offered advice and assistance, paying attention to special needs or wants. 
· Clarified customer issues and determined root cause of problems to resolve product or service complaint. 
SKILLS 
· Database Administration 		● 	Events Management 
· Resource Speaker		 	● 	Budgeting  
· Records Management Systems 	● 	Administrative Management 
   
 
CERTIFICATIONS 

· Civil Service Eligibility- Professional Level 

AWARDS

· Rank 2, Most Outstanding Employee (4th Quarter, 2023)- City Government of Muntinlupa
· Nominee, Most Outstanding Employee 2023- City Government of Muntinlupa


 
