
 

 

 

 

 

Gertrude Kariste Labang  

 

pkdojdihas 

Pho 

 

 

Phone: 09953254176 

Email: kah_karis@hotmail.com 

Skype: kaylabang17 

Address: 1099 Delpan St, Barangay Kasilawan, Makati City 

 

Objective 

To find a working environment that will challenge me further; while allowing me to contribute to 

the continued growth and success of the organization. Obtain a position that will provide me the 

ability to apply my work experience and allow me to hone and sharpen my skills to increase my 

potential in taking my career to the next level. 

Experience 
 

Virtual Assistant – Graveyard 

MyVATeam – Assisted realtors – Oct 2015 – Jun 2017 

 

▪ Facebook Marketing – boosting of posts and facebook sponsored ads 

▪ Twitter Management 

▪ Social Media Marketing 

▪ Create marketing materials – flyers/brochures/postcards and PowerPoint presentations 

▪ Website Creation – Wix & Squarespace 

▪  Newsletter 

▪ Adobe Photoshop 

▪ MS Publisher 

▪ Training Topics 

• Real Estate Principles 
• REO Principles & Practices 

• MLS Entry 

• Forms and Contracts 

• Finalizing Contracts 

• Offers Process 

• Transaction Closing 

• Phone & Email Handling 

• Short Sale 

• Intro to Flier Creation 

• Interview Guide 

• Craigslist Posting 

• Blog Writing 

• Social Media Platform Maintenance 
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April 2012 – June 17, 

2015 

Sutherland Global Services- (Graveyard) Global City, Tagiug 

▪ Level 2 Account and Financial Specialist – Read and Manage Financial transactions and 

information  

▪ Level 2 Technical Support Specialist – Assists clients to create website  
 

Reason for Leaving: Career Growth 

 

 

 

 

September 2009 – 

January 2012 

Motif Intelligent Outsourcing - (Graveyard) Eastwood, Quezon 

City 

▪ Level 2 Account and Financial Specialist - Read and Manage Financial transactions and 

information  

▪ Sales Representative – Update online business listings  
 

Reason for Leaving: Company restructured 

 

October 2008 – August 

2009 

West Contact Services - (Graveyard) Chino Rocces ave, 

Makati City 

 

▪ Account Executive for Mobile phone lines and Internet – Manage phone and internet line and 

process payments - (Graveyard shift) 
 

Reason for Leaving: Had to focus on school. 

Education 

June 2005 – March 

2009 

ST. Paul University Tuguegarao City, 

Cagayan Valley 

 

▪ BS Degree in Hotel, Restaurant and Tourism Management 
 

 

 

- Well versed in MS Office applications: MS Word, MS Excel, MS PowerPoint and Outlook 
Express 

- Excellent writing skills (proposal writing and research papers) 
- Strong, disciplined and developed analytical skills. Able to analyze data, draw 

conclusions and offer actionable recommendations. 
- Adaptable and collaborative 
- Strong multi-tasking skills 
- Can work under minimal supervision 
- Enthusiastic , knowledge-hungry learner, eager to meet challenges and quickly 

assimilate new concepts. 



- Exceptional listener and communicator who effectively conveys information verbally 
and in writing  
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DSL SPEEDTEST: 
 

 
 
 
TYPING TEST: 
 
 
 
  
 
 



 
 
 
DISC PERSONALITY TEST 
 

 


