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contact

349 Area 6 Sitio Cabuyao
Brgy. Sauyo Novaliches,
Quezon City

pad

joyflorenososbahil@
gmail.com

‘;\

0920-501-2358

0

https://www.facebook.com
/jojo.joyflorenosos

Mary Joan F. Dingding

objective

O To use my skills in a team environment allowing me to fully contribute to
the successful achievement of corporate goals and objectives.

O To achieve high career growth through a continuous process of learning

qualifications

O Knowledgeable in various Microsoft Applications

O Easy to take on various accounting software

O Works efficiently under pressure, effective at multitasking
O Ability to work independently or as a part of a team

work experience

2015 - Today Elemar Eight of Heart Inc.

Admin and Finance Assistant
Responsible for the performance of the variety of
duties categorized by either financial of
administrative support including front desk,
customer service, posting the daily receipts and etc.

HR Assistant
- Answering employee questions
- Processing incoming mail
- Compiling reports and preparing sreadsheets
- Creating and distributing documents

Payroll
Creating payroll of employees every semi and
weekly period of the month

Encoder
Prepares source of data for computer entry by
compiling and sorting information.

2018 - Today Elemar 8 of Heart Lending Inc.
Lending Staff

Evaluate, authorize or recommend approval of
credit loans. Advise borrowers on financial status
and method of payments.
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additional education

informations 2010 - 2014 Bestlink College of the Philippines

Bachelor of Science in Hotel and Restaurant
Gender

Female Management
. 2007 - 2010 Sauyo High School
Birth Date
June 10, 1993 Secondary
2000 - 2006 Sauyo Elementary School
Age Primary
27
Birth Place H
LoonBohol  SEMINArs attended
ihagilaman Cicy March 2013  APEX (Apprentice by Experience)
Height HRS Shipboard Familiarization by Ocean link
50 Institute 2GO Travel
: March 2014 Managing and Handling Tours and Hotel
‘Weight )
132 1bs Operation
Civil Status
single  character reference
Citizenship Ms. Donna Cates A. Bahil
Filipino Public Health Associate - Department of Health, NCR
0906-405-5383
Religion
Catholic Ms. Betchie Rose Dabhili

Executive Assistant, DENR
0928-508-1303

| hereby certify that the above information are true and correct
to the best of my knowledge and my ability





