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OBJECTIVE
To have a position that will enhance my skills and to show my abilities to the work that will suit my personality.
SUMMARY
· Versatile executive assistant offering administrative experience in both corporate and non-profit office environments.
· Receptionist who answers a high volume of incoming calls while handling in-person inquiries from clients and colleagues. Flexible and hardworking with the drive to succeed.
                                         HIGHLIGHTS

· 
· Microsoft office proficiency
· Time Management
· Professional and Mature
· Resourceful
· Strong Interpersonal skills
· Understands Grammar
· Proofreading
· Schedule Management


                                                 ACCOMPLISHMENT

· 1st placer in wound dressing for the Skills Olympics competition held at our school Pangasinan State University
· Cared for 3 children ages from 12, 11 and 4 years old total of 12 years experience.

                                           EXPERIENCE

Service Crew		 						May 2002- December 2002
Chowking Restaurant, mc Arthur Hi
Way, Tarlac City

· Accepted payment from customers and made change as necessary.
· Assisted co-workers.
· Greeted customers in the restaurant or drive-thru, took and rang up orders, handled payment and thanked customers
Assistant						      			June 2011- to present
Private employer (Mrs. Kimberly Lin)
Parsolingan, Gerona Tarlac

· Managed the receptionist area, including greeting visitors and responding to telephone and in-person requests for information.
· Designed electronic file systems and maintained electronic and paper files.
· Writing reports and corresponds from dictation and hand written notes.
· Made copies, sent faxes and handled all incoming and outgoing correspondence.
· Received and distributed faxes and mail in a timely manner.

                                               EDUCATION

Vocational Graduate: Care Giving, 2010
Philippine Women’s University- Tarlac, Tarlac Philippines

· Skills Olympics 1st placer in wound dressing -Achievement Award
· Coursework in Emergency Preparedness
· Coursework in Early Childhood Education
· Coursework in Child DevelopmentChild Abuse Prevention training
· Coursework in Child Nutrition
· Coursework in Child Development and Child Psychology
· Public Health and Nursing coursework
College Level:  Bachelor of Arts major in English, 2007-2008
Pangasinan State Univeristy- Lingayen, Pangasinan
· Course work in Communication
PERSONAL INFORMATION

Place of Birth: Tarlac, Tarlac City
Date of Birth: 28th of February, 1985
Present Resident in Parsolingan, Gerona Tarlac
Sex: Female
Status: Married with 1 child (age 4)
Hobbies: Singing, Dancing, Playing musical instruments, drawing and biking
Languages: Tagalog, English, kapampangan, Ilokano

REFERENCES

Mrs. Kimberly B. Lin
Business woman
+639174353957
Mr. Te Quang Lin
Business Man
+639174353957
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