Ma. Theresa Villanel-Hisle

Mobile/Text: 303.359.0566  //  Email: mtsv04@yahoo.com
Centennial, CO 80015



Willing to work in a multi-cultural environment where I can fully apply my strengths and skills in the area of administrative services.  I believed that continued industry exposure is valuable in developing good character, personality and perspective.  

I am a very detail-oriented person with strong organization and analytical skills, acquires teachable-spirit, humility at work, positive attitude, highly reliable, and ability to work well independently within a team environment.

Willing to start a career as an Administrative Assistant or in any support capacity. 

WORK EXPERIENCES

Worked in a locally government owned University in the Philippines,  University of Makati, from October 11, 1999 up to December 8, 2012 in the following capacities and functions, to wit;
UNIVERSITY ISO ACCREDITATION (Assigned Position)
Department Records Custodian

May 11, 2011 up to September 22, 2012                 
Pursuant to the provision of the City Government’s Quality Manual, Section 5.5.1 & 6.6.1, as appointed Department Records Custodian, shall perform the following duties and responsibilities:

· Ensured the establishments and maintenance of Records Registry;

· Sorted, assembled, marked, labeled records for identification including its retention periods;

· Stored records where they are easily retrieved;

· Ensured protection of records;

· Ensured proper changing out of records and follow up unreturned records;

· Conducted file audit to segregate and transfer of records that have passed retention period;

· Scheduled transfer of non-current records to designate storage area and relocate misfiled records;

· Identified and segregated records for disposal and prepare necessary disposition process documentation.

Executive Assistant (Assigned Position)
Quality Management and Development Center 

· Provided administrative support to the Executive Director of the Quality Management and Development Center of the university;

· Assisted in the over-all functions of the Executive Director;
· Managed and maintained executive’s schedules; 

· Coordinated  meetings, projects, and other related activities to Executive Offices, Colleges, and Departments;

· Prepared reports and other confidential materials, memos, letters, liquidations, and other documents, using word processing, spreadsheet, database, or presentation software;

· Read and analyzed incoming memos, submissions, and reports to determine their significance and plan their distribution
· Opened, sorted, and distributed incoming correspondence, including faxes and email;

· Filed and retrieved corporate documents, records, and reports;

· Performs other duties assigned by authorities.

Manpower Development Officer II (Plantilla Position)

OJT and Placement Services Center October 11, 1999 up to May 10, 2012                 

· Worked with the Center Director;

· In-charged in the deployment of the On-the-Job Training Students;

· Assisted in the development and implementation of a comprehensive Career and Placement Program for the students of the University;

· Coordinated with industry partners, colleges and departments all matters pertaining to students’ activities, concerns, progresses and trainings;

· Conducted Job Fairs, On-the-Job Training Orientation and Pre-employment Seminar and other special training schemes for the graduates of the University;

· Prepared communication letters such as Memorandum, requests, announcements and highlights/minutes of the meetings;

· Arranged detailed schedules of the center’s activities, meetings and presentations;

· Prepared and submitted reports;

Planning and Corporate Communications Center (Assigned Position)

November 4, 2005 up to September 4, 2006
· Consolidated the over-all accomplishments of the university.
· Organized events, seminars and conferences of the university.

· Defined the university annual report for academic year 2004-2006, newsletter and other university publication.

· Established relationship with guests and clients of the university.

CENTURY 21 INTERFIL
Pasay City, Philippines

EMPIRE EAST LANDHOLDINGS, INC.
Sen. Gil Puyat Avenue

Makati City

Marketing Associate (freelance)
August 1997 – October 1999
· Promoted the company’s real estate projects to all prospective buyers in any medium (direct business presentation, brochures, telemarketing, internet, and others)
· Attended to client’s real estate needs and requests.

· Offered real estate projects to clients and conducted site visits/tripping.
· Assisted clients in all aspects of real estate purchases and acquisitions through processing of housing loans with the bank or government’s Home Development Mutual Fund.
SKIN SCIENCES LABORATORY, INC.
Unit 101 Central Business Park

Manggahan, Pasig City, Philippines

Buyer
September 24, 1994 – June 6, 1996
· Sourced for reliable suppliers of materials, equipments, and supplies as needed.

· Prepared forecast of packaging materials and accomplished Purchase Requests Forms (PRF) for Purchase Order preparation.

· Conducted fieldwork for important purchasing matters.

· Ensured that stockroom clerk properly stocked packaging materials.

· Participated in the development of old and new packaging materials through sourcing of suppliers and directly coordinated with the suppliers.

· Checked the availability of Raw and Packaging materials.

· Ensured adequate stock level for raw materials and packaging materials through purchasing planning.

· Maintained healthy efficient business relations with suppliers.

LAWS TEXTILE PHILIPPINES, LIMITED, INC.
Veterans Center, Veterans Road

Taguig, Metro Manila, Philippines

Purchasing Clerk
December 9, 1991 up to September 21, 1994

· Prepared monthly purchases report.
· Canvassed through field work and telephone inquiry.
· Conducted field work for important purchasing matters including plant or industrial visits.
· Monitored delivery and followed up pending orders.
· Ensured that the garments and other materials needed for production were available.
· Kept and filed records accordingly for future references.
· Maintained healthy and efficient business relations with suppliers.
UNITED LABORATORIES, INC.
66 United Street, Mandaluyong City

Philippines 1501
Contractual Employee

May 2, 1991 up to October 2, 1991

· Typed Purchase Orders

· Attended to reproduction of documents

· Answered telephone inquiry and accept messages.

· Kept and filed records accordingly for future reference

NATIONAL BOOK STORE, INC.

125 Pioneer St., Mandaluyong City

Salesclerk

October 18, 1990 up to January 22, 1991
· Selling and customer assistance

· Merchandise display

· Inventory
EDUCATION
University of Makati 
Makati City, Philippines
Diploma in Human Resources Management
2006-2007
Technological University of the Philippines

Taguig City, Philippines
Master in Management
2005 - 2006 
15 units of Certificate in Teaching 
October 1999 up to November 2001
Bachelor of Science in Commerce Major in Management 

1989-1990 
Associate in Commerce Major in Entrepreneurship 

1988 - 1989
GOVERNMENT LICENSE
Passed the Civil Service Professional Eligibility on 20th October 1991
(A Certification required in applying for government-service in the Philippines)
KNOWLEDGE
• Clerical: Knowledge of administrative and clerical procedures, managing files and records, designing forms, and other office procedures and terminologies.  Proficient in the Microsoft Products such as Word, PowerPoint, Excel, Windows Moviemaker, Internet, Email, Skype and, Search Engines (Yahoo & Google).

• Language/s Spoken: English and  Filipino (Tagalog); knowledge of the structure and content of both English and Filipino  languages including the meaning and spelling of words, rules of composition, and grammar.

• Customer and Personal Service: Knowledge of principles and processes for providing customer and personal services. This includes customer needs assessment, meeting quality standards for services, and evaluation of customer satisfaction.
SKILLS
Typing Skills: 40 wpm
Technical Education and Skills Development Authority (TESDA)

National Certificate III in Food and Beverage Services

October 26, 2009, valid until October 26, 2014

Carenet Healthcare Institute, Inc.

4/F Piedra Bldg., 1174 Chino Roces Avenue, Barangay San Antonio, Makati City

Barista Course

October 14, 2009

TRAININGS

City Government of Makati

Human Resource Development Office
· Document Control Seminar

Implementing QMR-QP-01 Document Control Procedure

Certificate No. HRDO-ISO-052311-26 
Trainer: Rex Z. Abenoja
European IT Service Foundation, Inc. 
19/F Training Hub, Philippine AXA Life Centre

Sen. Gil Puyat Ave., Makati City, Philippines
Tel. Nos. (632) 845-1324
· Effective Implementation of Competency Based Education and Training and Dual Training System for Contact Center Servicing

August 17-20 and September 1, 2009

· Seminar-Workshop on Dual Training Systems (DTS) and Training Plan Development

June 8, 11, 15, 16, and 17, 2009

· Advanced MS Excel Capabilities

January 26 – 27, 2009

· Managing Teams – A Specialized Skills Development Workshop

November 10 -11, 2008

· English Proficiency in the Workplace

August 11 -12, 2008

PROFICIENCY
· International English Language Testing System (IELTS)
Listening – 6.0; Reading – 6.5; Writing – 6.5; Speaking – 6.5  

Overall Band Score= 6.5 (General Training)
Taken last December 13, 2008
· Test of English for International Communication (TOEIC) 

Listening and Reading Test = 800 (Advanced Working Proficiency)
Taken last July 29, 2008

PERMIT TO WORK STATUS:
Holding an Employment Authority Card and Social Security Number to work for the United States of America
MEDICAL REQUIREMENTS

Acquired medical certificate coming from USCIS Accredited Hospital in the Philippines, St. Lukes Medical Center, to present upon application for work in the U.S.A.

LIMITATION:

· To acquire driving skill & license in the USA.  
· A driving skill has never been a requirement on the job in the country where I worked from the Philippines.

I hereby certify that all information given is correct and true.

MA. THERESA VILLANEL-HISLE
Applicant 

