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Career Objective:       

Objective: 
To be part of an integral organization who can provide me stability and security where my extensive experience will be further developed and utilized.
        

Work Experience:

Company
: LGU Tabogon (Poblacion, Tabogon, Cebu)
Position
: VICE MAYOR’S SECRETARY
Date Hired
: July 1, 2013 up to present
-      Answer telephones, direct calls and take messages.

·  Compile, copy, sort, and file records of office activities,     business transactions, and other activities.

-       Operate office machines, such as photocopiers and        scanners, facsimile machines, voice mail systems and personal computers.

-      Maintain and update filing, inventory, mailing, and database systems, either manually or using a computer.
-      Open, sort and route incoming mail, answer correspondence, and prepare outgoing mail.

-      Review files, records, and other documents to obtain information to respond to requests.

-      Deliver messages and run errands.
-       Inventory and order materials, supplies, and services.

-      Complete work schedules, manage calendars and arrange appointments.

Company
: Appleton Hotel
Position
: On-the-job trainee
Date Hired
: August 2018-April 2019
· Housekeeping Department
· Food and Beverage Department 
· Front Office Department 
· ADMIN Office


Highest Educational Attainment:


        2019

Bachelor of Science in Hospitality Management



                Cebu Technological University (CTU)




     Tabogon, Cebu City
Special Skills:
·  Excellent in verbal and written, English communication skills.

· Microsoft Office applications (MS word, excel, outlook & power point)

·    Proficient in hospitality management, hardworking, patient, & flexible. 

·    Self-driven and ability to multi-task.
·    Has a good analytical ability & very keen on details

·    Able to work independently within specified time constraints.

Seminars & Trainings:
· Enhancing Governance Through Effective and Responsive Legislation
· Housekeeping

· Policy Forum, Philhealth ZMORPH Package Orientation &LGU Presentation of 2017 and 2018 Plans for Persons with Disabilities

· Roll-out of the People’s Law Enforcement Board Online Database System and Legal Skills Enhancement Training 

Personal Information: _________________________________________________________
Gender        : Female
            


Birth date     : December 29, 1993     


Civil Status   : Single               


   Nationality   : Filipino


   Language   :  English, Tagalog
Character Reference:_________________________________________________________

ATTY. LEONARDO B. ARPON
Municipal Vice Mayor
09175510900

Tapul, Tabogon, Cebu

MARY JEANE BENABAYE 
BRGY. SECRETARY 
09991076511
Camoboan, Tabogon, Cebu

RONALDO B. MANLOLOYO
Secretary to the Sanggunian
433 9035
Poblacion, Tabogon, Cebu
MARY JOY L. GEPIGA


Camoboan, Tabogon, Cebu


Mobile Number: +639459883928


joylove_alivio@yahoo.com











