[image: Image may contain: 1 person, closeup]
ROSALIE A.BACHILLER
Room 4 Adela Apartment Paltingan Ambiong 
La Trinidad Benguet, Philippines 2600
rosaliearguelles28@gmail.com
 (
OBJECTIVE
)09103982138


To be part of your company and obtain a position which is highly suitable to my qualifications which allows me to learn new things while utilizing my skills and experiences.

 (
SKILLS
)


Computer Encoding/Skills- internet literate, proficient in Microsoft word, excel and PowerPoint
Communication Skills - able to communicate effectively and politely, provide excellent customer                 service. 
Marketing and Sales Skills - ability to cross-sell products and services
Interpersonal and Organizational Skill- has the ability to work independently as well as part of a cohesive team

 (
WORK EXPERIENCE
)


Office Secretary of Chemix Products- MOOG CONTROLS CORP.October 2009- April 2010
· Answering calls and messages and arranging appointments 
· Encoding, sorting and organizing meetings
· Attendance and timekeeping
· Processes employees salary and advances
· Reconcile employee deductions
Facebook  Advertiser social media marketing-June 2014-December 2014
        Supporting the online media campaigns of the company in any way possible.
          Writing up social medial content and activity.
           Initiating a two way engagement with people over social media platforms.
           With the management of content on the corporate website.
           Developing a social media presence across a range of campaigns and day to day activities.
           Advising colleague’s on hot online topics, website traffic numbers and potential social media story  
           Lines.
           Here are my very own links that I have created and manage every visitor everyday which gained a 
           lot   of customers:   
            https://www.facebook.com/airliftcussion/
            https://www.facebook.com/AristeoTshirtPrinting/
            https://www.facebook.com/search/top/?q=dlens%20studio
            Managing the day-to-day running of the company's main social media accounts.
PART TIME JOB- Data Entry 2011- 2015
           Prepare and  sort documents /data sheets for the purpose of data entry
           Establish entry priorities by maintaining an  understanding of what data needs to be entered  first
           Enter customer or employee data into prescribed database software
           Check to make sure that accurate data has been entered into the database.   
           Secure entered information by creating data backups on a period basis

Artist Professional 2004-2017
          Photo editing
          Video editing
          Logo/banners designs
          Animation 
          Graph designs
          T-shirt printing and customizing glasses 
Content Writer 2016-2017
          Writing articles
          News writing
          Creative writing
          Content rewriting
          Blogging
My Writing SAMPLES:
          Reviewing products/services
          https://wordpress.com/stats/day/rosaliearguelles.wordpress.com
          https://www.dropbox.com/home?preview=Donal+Trump.docx
          https://www.dropbox.com/home?preview=CHINA.docx
          https://www.dropbox.com/home?preview=Listening+and+Talking.docx
          https://www.dropbox.com/home?preview=How+Vitamin+C+Works+in+Our+Body.docx
                
 (
EDUCATION
)

TERTIARY			Father Saturnino Urius University
				Bachelor of Science in Commerce major in Financial 						               Management
				2008-2011

SECONDARY			Tungao National High School
				2004-2008

PRIMARY			DONA AURORA ELEMENTARY SCHOOL	
				1998-2004

 (
PERSONAL BACKGROUND
)

AGE		:		24
GENDER	:		Female
BIRTHDATE	:		June 02, 1991
BIRTHPLACE	:		Baguio City, Philippines
HEIGHT		:		5'2
WEIGHT	:		47 kls
STATUS		:		Married
DIALECT	: 		English, Tagalog
FATHER		:		Bonifacio Arguelles
MOTHER	:		Lucia Awayan
RELIGION	:		Iglesia Ni Cristo (Church of Christ)
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