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PROFESSIONAL PROFILE
A graduate of Office Management prepared to contribute extraordinary and diversified skill sets as Office Assistant through innovative insights, acquired intelligence, and dedication to career and business success. 


EDUCATION
· TERTIARY EDUCATION 	      -	Bachelor of Science in Business Administration
2014-2018		    		Major in Office Management
					    	University of Makati
				 	    	
· SENIOR YEAR		              -.          Higher School Ng Umak (K to 12 Program)
2012-2014				Pharmacy Services	
					    	University of Makati

· SECONDARY EDUCATION	     -	Fort Bonifacio High School
2008-2012	    			Makati City

· ELEMENTARY EDUCATION     -	Fort Bonifacio Elementary School
2002–2008	     			Makati City


WORK EXPERIENCE/ TRAININGS

Operations Assistant - 1ROTARY TRADING CORPORATION, High Street South Corporate Plaza, BGC, Taguig City (Nov.2022-April 2023)
Virtual Assistant/Page Moderator- Skinny Pants Philippines, Singaporean based business (July 2021-April 2023)
Secretary/ Admin Assistant - PHIL. HOTEL OWNERS ASSOCIATION, INC. under RESONANZ TECHNICAL GROUP, INC, The Peninsula Manila, Makati City (Sept.-Aug. 2019) 
Training- BLOOMBERG, Makati City, (Mar-April 2018)
Intern- CARLOS, MARASIGAN, RAMOS & ASSOCIATES LAW OFFICE, Makati City, (Legal Office, Dec-Feb 2018)

Intern- ST. LUKE’S MEDICAL CENTER, FINANCE GROUP ACCOUNTING DEPARTMENT, BGC Taguig City, (Medical Office, June-Sept 2017)

Intern- INTERNATIONAL DATA CORPORATION, MARKETING RESEARCH, BGC Taguig City, (General Office, Dec-April 2017)
Intern- GUIDANCE COUNSELLING CENTER, Makati City, (In-Campus-Training, Jan-Mar 2016)

Store Crew- MCDONALD’S CORPORATION, BGC Taguig City, (Cashier/ Service Crew, April-Aug 2015)

Intern- WATSONS, Makati City, (Kto12 Training, Dec 2013)

                ACHIEVEMENTS
· Certified Financial Market Analyst	-	Bloomberg
· Certified Advanced Technical Analyst -	Bloomberg
· Certified Advanced Equity Analyst	-	Bloomberg
· NC III Passer 				-	Events Management Services
· NC II Passer 				-	Pharmacy Services


SKILLS
· Proficient with Microsoft Office Application
· Able to do Filing, Sorting and Organizing of documents
· Stenography
· Can type 35 wpm
· Good Communication Skills

CHARACTER REFERENCES
· DENNIS LAYUG
East West Educational Specialist, PRESIDENT/CEO, CATA, CAEA, CFMP, RMA
	Contact No. 09175535349

· ATTY. JEANETTE A. ALDE
Carlos, Marasigan, Ramos & Associates Law Office, JUNIOR PARTNER
	Contact No. 09154246152

· ALVIN AFUANG
International Data Corporation, ASIA PACIFIC CORPORATE COMMUNICATIONS, MANAGER
Contact No. 09177974586

· PRECIOUS DALERE
Resonanz Technical Group, Inc. HR ASSISTANT
	Contact No. 09557218655

· AYAH PATHRIA COLLANTES
Bounty Fresh Food, Inc., HR- PAYROLL STAFF
	Contact No. 0926676609

I hereby certify that the facts contained in this resume are true and complete to the best of my knowledge.
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