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Mobile:09465345404 or 09055732768
E-mail:karenmaeamador@yahoo.com
Address: Phase 1 Block 21 Lot 26 Lumina, Barangay Vista Alegre, Bacolod City




	JOB OBJECTIVE


	To succeed in an environment of growth & excellence and earn a job which provides me self-development and help me achieve personal as well as organizational goals.

	PROFILE




A graduate of Bachelor’s Degree in Business Administration.An independent worker with ability to work under pressure & effectively prioritize job responsibilities.A dedicated team player who is equipped with analytical, problem solving, negotiation, coordination, organization, communication and interpersonal skills.

	EDUCATION




· Graduate - Bachelor of Science in Business Administration-Financial Management	
West Negros University (March 26, 2012 )
· [bookmark: _GoBack]Negros Occidental High School, Bacolod City (March, 2008)

			
	ACHIEVEMENTS




Model Pupil in Character (Elementary: Andres Bonifacio Elem. School II – March 2004)

	CAPABILITIES




	
Accounting/Admin/Documentation  Function
· Procurement and Delivery, issuing invoice and making cheques 
· Broad experience on general secretarial responsibilities
· Able to make and maintain well organize file
· Excellent customer service skills



	PC SKILL




· MS Office (Word, Excel, PowerPoint, QuickBooks, Outlook), Internet and E-mail applications.



	PROVEN JOB ROLE





Trainee (On-the Job-Training), (Business And Consumers Bank) 
· General Accounting Functions, Day to Day encoding of accounting transactions
· Deposits Checks 
· Giving information to the valued customers on how to get a loan.
· Filing of Documents.

Outbound Call Centre Agent, (Interface Techno Phil inc.) – Call Center
September 2012 –August 2013
· Answering and Making Calls
· Customer Service
· Target sales quota

Office/Bidding Staff (Rism Designers and General Merchandising Services-Construction)– September 2013 – December 2013
· Answering and Making Calls
· Filing Documents
· Been able to make payroll
· Helping arrange and making paper/documents for bidding

Admin Staff/OQI INSPECTOR and Customer Service Officer (Microtech Industrial Solutions Inc. - Semiconductor)
December 04, 2014 - June 02, 2016
· Answering and Making Calls
· Filing Documents
· Encoding, Typing
· Making Invoice
· Releasing of Check
· Arranging and Packing Items for Delivery
· Sales/sourcing
· Making Weekly/Monthly Report
· Inspection of dimensional, visual and functional test of parts (e.g. capacitor/inductor/resistor)

Household Worker
Kuwait City
May 2017 – January 2020

	PERSONAL INFORMATION


			
Nationality: Filipino			Sex: Female
Age: 28 years old			Birthday: May 11, 1992





	REFERENCE



		
Remus Jereza
President
Microtech Industrial Solutions Inc.
09228642778 or (049)513-6819

Irish Mae Color
Secretary
V.T. Guerrero Surveying Office
09338230158
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