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ARLENE G. ALBACETE

52 C. Santos St. Ugong, Pasig City 1604






(63) 02 – 5711511


09276736720

seifer_94@yahoo.com












WORK EXPERIENCE

	THE MUTUAL FUND MANAGEMENT COMPANY OF THE PHILIPPINES

Admin Clerk for Accounting / Operation Department (October 8, 2007 – present)
	2/F Morning Star Center

347 Sen. Gil Puyat Ave.

Makati City 1200




Responsibilities
· Responsible for opening and dispatching correspondence.
· Purchasing equipment, stock control and receiving goods.
· Processes request
· Provides the administrative support that is necessary, general office filing, processing forms, encoding and making telephone call for quotations.
· Maintenance and reconciliation of Petty Cash.
	CONGRESSMAN ROBERT “DODOT” JAWORKSI DISTRICT OFFICE

Computer Staff  / Secretariat 

(August 2006 – May 2007)
	C. Raymundo cor. Mercedes Ave. Tivoli Plaza, Caniogan Pasig City 1604 Philippines


Responsibilities

· Encodes confidential information used by Operations Department.

· Responsible for the filing of confidential printed documents. 

· Monitoring update of members submitted by the area coordinators and leaders.

	INFOTECH Institute Of Arts And Sciences Administrative Assistant (Dec 2004 – Feb 2006)
	3RD flr. SPS BldgBonifacio Plaza, Pasig City 1604 Philippines


Responsibilities

· Responsible for providing specific administrative.

· Assists the registrar personnel. 

· Coordinates projects between staff and members.

Skycable
3rd flr. Benpres Bldg, Ortigas Center

Account Executive (August - October  2003)     
Pasig City
1604 Philippines
Responsibilities

· Building and maintaining successful customer relationships.

· Deliver exceptional customer service and maintain strong relationships with clients.

· Maintain the highest level of ethics and professionalism.

· Gather and analyze market information.

Beauty - Loom Manufacturing Inc.
Market Avenue, Maybunga    

Production Staff / Inventory Clerk
Pasig City 1604 Philippines


(2001 – 2003)

Responsibilities

· Consumption of raw material, quality control, and other aspects of production.
· Compiles and records production data from such documents as customer orders, work tickets, product specifications.
· Following prescribed record keeping procedures, using typewriter, computer terminal, and writing instruments.
· Calculates factors, such as types and quantities of items produced, materials used, amount of scrap, frequency of defects using calculators.

CFCA

(Christian Foundation for Children and Aging)
Rainbow Village,




Angono Rizal

Social Worker (1998 - 2003)

· Teach and help people with their families to adjust and learn to cope from problems in their lives such as serious illness, child abuse, substance abuse, mental illness, handicaps, juvenile delinquency, and anti-social behavior.
· Help people accept situations that cannot be changed. 
ON THE JOB TRAINING
Skycable  





3rd flr. Benpres Bldg, Ortigas Center       

Account Executive (August – October 2003)

Pasig City 


SKILLS 

· Knows MSOffice (Word, Excel, and PowerPoint). Knows Internet.
 
EDUCATIONAL BACKGROUND

	Level
	School / Address
	Course
	Date Graduated

	College 
	INFOTECH INSTITUTE of ARTS & SCIENCES

-    Bonifacio Plaza, Pasig City
	Computer Science 

Technology
	May 2003



CHARACTER REFERENCE

Rhenz Angkico

Dorie Domingo – 897 7822
(Acctg. Supervisor -  The Mutual Fund Management Company of the Philippines)







