
Fluent:

English (C2)

Tagalog / Filipino

Basic - Conversational:

Chinese (Mandarin & Hokkien)

Korean (First Step Korean

Course Certificate)

JIESE SHERI LOU CO PUA
潘慈仁

+639228344009

jiese1130pua@gmail.com

Portfolio:
https://drive.google.com/drive/folders/1nq4fpIf_5Wn
9Y755TaUB16pMqxi-OOTG?usp=sharing

ABOUT
ME

I have a keen attention to detail and can produce high quality outputs before the given deadline and within
the given timeline and am proactive in asking if there is any need in any kinds of improvements or feedback
for my performance and tasks. I’m also willing to learn or to navigate on any types of websites or
applications that may be needed for my job. I have clearly defined goals, have good work ethic, resolutes
conflicts immediately, am reliable, and have integrity in my profession.

WORK EXPERIENCE

-handle accounting
documents (official receipt,
cash voucher, cash memo,
pay in slip, invoice, check,
debit note, credit note, etc.)
-handle / manage social
media accounts (Instagram,
Facebook, content creation,
digital marketing, posting
contents, engaging with
potential consumers, etc.)
-other ad hoc tasks

-online selling of wholesale
supplies of high-quality acrylic
sheets and its fabricated
customed products
-email & social media digital
marketing & management
-appointment setting
-content creation
-virtual assistance
-customer service
-graphic design (digital logos,
brochures, infographics, etc.)
-other ad hoc tasks

Accounting & Social Media
Handler (2017 - 2019)

Sales Associate
(2020 - 2022)
(2024 - Present)

KALA Macrylic Trading

EDUCATION

Accountancy, Business &
Management (Senior High School) Bachelor of Arts in Behavioral Sciences Major

in Organizational and Social Systems
Development

2017 - 2019 2019-2023

Exemplary
Conduct Award

Honorable Mention Award (3.224/4 GPA)

De La Salle University De La Salle University

SKILLS
Graphic Design (Plans, Manuals, Etc.)

Project Management, Decision-Making

Creative, Resourceful, Goal Setting

Problem Solving, Writing

Multitasking, Organized

Time & Schedule Management

Web Navigation, Product Development

Email & File Management

Microsoft (Teams, Office Suite, Etc.)

Social Media (Instagram, Facebook, X, Etc.)

Google (Docs, Slides, Calendar, Etc.)

Canva, Wix, Capcut, Lightroom, VSCO

Audio Recording & Basic Video Editing

LANGUAGE

Human Resource Intern
/ On The Job Training /
Content Creator (April
2022 - May 2022)

Primer Group of Companies

-produce digital learning
materials in both the slide and in
the learning video format of the
several defined 101 topics with
the use of the digital online tools
such as Canva and/or the alike
-task / data entry (Google
Sheets, etc.)
-assist in recruitments
-content creation
-appointment setting (Google
Calendar, etc.)
-other ad hoc tasks

Researcher, Writer, Editor, Photo Editor,

Copywriting, Content Creator & Management

can work independently without further or time to

time supervision, potential for growth

Virtual Assistance

Customer Service & Engagement

Organized, Punctual, Dependable & Open-Minded

Adaptable, Cooperative, Flexible & Patient

Strategic Planning & Innovation

Budget Management, Travel Booking

Good & Active Listener & Observer, Good

Teammate & Effective Communicator

Uploading on Online Platforms

Willing To Learn

Certificate of Attendance - “Write and Cite: Managing
Your Resources Using Mendeley” (IamInfoSMART2018)

Research / Thesis Publication (The Family Journal):
October 06, 2023
“Family Health and Mental Well-being Among Young
Filipino Undergraduates: The Mediating Role of Self-Care”
-James Justin G. Felipe, Jerome V. Cleofas, and Jiese Sheri
Lou C. Pua

https://www.bing.com/ck/a?!&&p=bfdfb4b047f28da486f2e67ea1a3b5eddaca7c5617337ce87282571da6ec3aaeJmltdHM9MTc0MDE4MjQwMA&ptn=3&ver=2&hsh=4&fclid=2541c5a4-2859-6a22-3044-d02d29c46b11&psq=pan+chinese&u=a1aHR0cHM6Ly9kaWN0aW9uYXJ5LndyaXR0ZW5jaGluZXNlLmNvbS93b3JkZGV0YWlsL3Bhbi8xNjczNi8xLzE&ntb=1


CERTIFICATEThis is to certify that

has successfully completed the SmallTalk English

Speaking Level Test and has earned the English level

Jiese Sheri Lou Pua

C2
Proficient

14 May 2025https://app.smalltalk2.me/cert/e773f3ba

https://app.smalltalk2.me/cert/e773f3ba


Jun 2 ,  2025

Jiese Sheri Lou Co Pua
has successfully completed

First Step Korean
an online non-credit course authorized by Yonsei University and offered through
Co urse ra

Seung Hae Kang
Associate Professor
Korean Language Education as a Foreign Language

Verify  at :
https://coursera.org/veri fy/ROHKCTZPFRF3 

 Coursera has conf irmed the ident i ty  of  this  indiv idual  and
their  part ic ipat ion in the course.

 

https://coursera.org/verify/ROHKCTZPFRF3
https://coursera.org/verify/ROHKCTZPFRF3
https://coursera.org/verify/ROHKCTZPFRF3
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