
Attachment to CS Form No. 212

WORK EXPERIENCE SHEET

Instructions: 1 . Inc lude on ly the work experiences re levant to the position be ing app lied to .

2 . The dura tion shou ld inc lude start and fin ish dates, if known, month in abbrev ia ted
form , if known, and year in fu ll. For the curren t position , use the word P resent,
e .g ., 1998-P resent. W ork experience shou ld be lis ted from most recent firs t.

● Duration: Septem ber 9, 2022 to Septem ber 9, 2023
● Position: Executive O ffice Personnel
● Name of Office/Unit: Executive O ffice
● Immediate Supervisor: Ms. Janet Amurao
● Name of Agency/Organization and Location: E-Prim ate Incorporated of M arik ina C ity

● List of Accomplishments and Contributions (if any)

✧ Produces Standard Operating Procedures to ensure consistency and
efficiency in regular work activities

✧ Produces business reports

● Summary of Actual Duties

✧ Review and record all incoming documents for completeness and accuracy
prior to signing by the Executives.

✧ Supervise co-employees with the status of their assignments and reports
✧ Attends, record, and produces minutes of meeting
✧ Updates the bulletin board by posting and removing outdated information
✧ Doing field work during deployment
✧ Perform other clerical tasks assigned from time to time

● Duration: December 2023 - April 2024
● Position: Sangguniang Kabataan Treasurer
● Name of Office/Unit: Brgy. R iza l Local Governm ent Unit
● Immediate Supervisor: Melchor Lopez
● Name of Agency/Organization and Location: Brgy. R iza l LGU , R iza l, Du lag , Leyte
.

● Summary of Actual Duties

✧ Process payroll
✧ Sign all required documents and checks
✧ Deposit and withdraw cash and check to/from the bank

● Duration: April 01 , 2024 - December 31, 2024
● Position: Adm in istrative Support S taff



KIMBERLY VIVERO NONAY

(Signature over Printed Name of Employee Applicant)

Date: November 26, 2024

● Name of Office/Unit: Principal’s O ffice
● Immediate Supervisor: Ferd inand B . Songalia
● Name of Agency/Organization and Location: Jose R izal National H igh School (Du lag ,

Leyte)

● List of Accomplishments and Contributions (if any)

✧ Served as Chairman on Registration and Documentation (TWG) during the
School-Based Training of Teachers (SBTT) on the MATATAG Curriculum for Secondary
Teachers.

● Summary of Actual Duties

✧ Provide overall administrative and technical support to the School Head and
other school personnel in the daily operations of the school;

✧ Assist the School Head in preparing, conducting, advocating, monitoring and
evaluating programs, projects and activities; and

✧ Performed other administrative and technical assistance as may be
determined by the School Head.










