JUDEN A. PAYO

CONTACT
09267286008

payojuden0105@gmail.com

LANGUAGES

English - Filipino - Visayan

SKILL(S)

Database Entry

Filing Systems
Spreadsheet Tracking
Proofreading Documents

Multitasking Abilities

ACHIEVEMENT(S)

Certified TESDA Computer
System Servicing (CSS) NC-II
Professional - STEFTI Tacloban

Abucay, Tacloban City, Leyte
(May 2019)

ELIGIBILITY

CAREER SERVICE
PROFESSIONAL - 81.31%

Ormoc City (March 26, 2023)

PROFILE

Dedicated administrative professional with successful
experience in fast-paced office settings. Hardworking team
player with expertise in completing various clerical tasks and
offering staff support. Responsible, punctual and productive
professional when working with little to no supervision.
Organized and dependable candidate successful at managing
multiple priorities with a positive attitude. Willingness to take
on added responsibilities to meet team goals.

EDUCATION HISTORY

Bachelor of Science in Information Technology,
Visayas State University - Isabel, (July 2015 - July
2019)

Completed the Capstone Project

Matlang National High School, Matlang, Isabel, Leyte,
(2011 - 2015)

Tubod Elementary School, Tubod, Isabel, Leyte, (2005
-2011)

WORK EXPERIENCE

ADMINISTRATIVE AIDE III, LOCAL GOVERNMENT
UNIT - ISABEL, JULY 2023 - MAY 2025
Operate standard office equipment like copiers, scanners,

and computers and prepare, file, and organize documents
and records.

- Encode, sort, and retrieve data using computerized systems
and prepare simple reports, forms, and summaries.

- Provide administrative assistance to department heads and
assist in community programs.



JUDEN A. PAYO
Tubod, Isabel, Leyte
09267286008
July 05, 2025

LOUELLA C. AMPAC
Director

Finance Management Office
Visayas State University
Visca, Baybay City, Leyte

Thru:

HONEY SOFIA V. COLIS
Director, HRMD

Visca, Baybay City, Leyte

Dear Ma'am,

Warmest Greetings!

I am writing to express my sincere interest in applying for the Administrative Aide III (Clerk I)
position at Finance Management Office - Visca, Baybay City, Leyte. With a strong background
in administrative support and a keen eye for detail, I am excited about the opportunity to
contribute to your team.

I was a graduate in Information Technology at Visayas State University - Isabel where I developed
strong skills in some programming languages, database management, some networking
fundamentals, etc. Additionally, from my previous experience as an Administrative Aide III at
Local Government Unit - Isabel has given me the chance to be able to manage and organize
office files and documents, both physical and digital, ensuring easy access and retrieval, assisting
in the preparation of reports, presentations, and other documents as required, and providing
excellent customer service to visitors, addressing their needs promptly and professionally.

These experiences have honed my organizational and multitasking abilities, making me adept at
managing various administrative tasks simultaneously while maintaining a high level of accuracy
and confidentiality. I am confident that my proactive approach and dedication to supporting
office operations will contribute positively to your team.

Thank you for considering my application, and I am looking forward to your positive feedback.

Best Regards,
JUDEN A. PAYO
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concerned.

: PERSONAL DATA SHEET

READ THE ATTACHED GUIDE TO FILLING OUT THE PERSONAL DATA SHEET (PDS) BEFORE ACCOMPLISHING THE PDS FORM.

WARNING: Any misrepresentation made in the Personal Data Sheet and the Work Experience Sheet shall cause the filing of administrative/criminal case/s against the person

Print lﬁibﬁ. Tick aggmariate boxes z and use seErate sheet if necessary. Indicate N/A if not aﬂicable. DO NOT ABBREVIATE. ~ [i.csione. | (Do not fill up. For CSC use only)}
: / sy i
2. SURNAME PAYO
FIRST NAME \)\A oe l\) NAM]E EXTENSION (JR, SR)
MIDDLE NAME AZOTE
3. DATE OF BIRTH
(mmiddlyyyy) MAY 06, \94a9 16. CTIZENSHIP [J Filipino [ pual Citizenship
[Jbybith [ by naturalization
4. PLACE OF BIRTH TWBop, \SABEL, LEYTE If holder of dual citizenship, Pls. indicate country:
5. SEX & vale ] Female Pl ndese fre gk v
¢ oVIL STATUS [ single [ Married  |17. RESIDENTIAL ADDRESS
Widowed Separated House/Block/Lot No. Street
g 43 L Sepo TuBob
§ Subdivision/Village Barangay
\SABEL LEY/TE
7. HEIGHT .
(m) \-3> m i i
8. WEIGHT (kg) s0O “‘5 2IP CODE wS39
9. BLOOD TYPE A+ 18. PERMANENT ADDRESS
House/Block/Lot No. Street
10. GSISIDNO. N/A TuBoD
Subdivision/Village Barangay
11. PAGIBIGIDNO. \21222A\2\5% 19ABEL 2,500
CityMunicipalt Province
12. PHILHEALTH NO. \3- 250545 (02 -4 ZIP CODE 0534
13. SSSNO. /A 19, TELEPHONE NO. /A
14, TIN NO. N/A 120. MOBILE NO. 0426 F22(00%
15. AGENCY EMPLOYEE NO. N/A 21, E-MAIL ADDRESS (if any) ‘pqyo:)u&m O\OSGbﬁm}\ - coM
22. SPOUSE'S SURNAME N/ A 23. NAME of CHILDREN (Write full name and list all DATE OF BIRTH (mmiddfyyyy)
FIRST NAME b) IA INAME EXTENSION (JR., SR) N /A N /A
MIDDLE NAME N/A
OCCUPATION N/A
EMPLOYER/BUSINESS NAME N/ A
BUSINESS ADDRESS N/A
TELEPHONE NO. N/A
24. FATHER'S SURNAME PAYO oCtOBER 23, 1953
FIRST NAME P RUDENC\O AAMC EXTENSION (R 59
MIDDLE NAME CAL\STE
25. MOTHER'S MAIDEN NAME
SURNAME AZOTE OCTOBER 2%, V05
FIRST NAME JupiTH
MIDDLE NAME PINTALC (Continue on separate sheet if necessary)
SCHOLARSHIP/
%. L NAME OF SCHOOL BASIC EDUCATIONDEGREEICOURSE | PERODOFATTENDANGE | HIGHESTLEVEL/|  veng | “acaemic
(Wite in ful) (Write in full dnot GRADUATED|  HONORS
From To 4 RECEIVED
ELEMENTARY TUBOD ELE MENTARY SchooL 2005 | 201\ 2010- 201
MATLARN o DATIONAL
SECONDARY WER §cHooL 2ol |20\§ 2014-20%
VOCATIONAL /
TRADE COURSE R/A N/A /A | N/A N/A
VISAYAS STATE BACWELOR OF SCiEeE
COLLEGE WV ERGITY - 16ABEL  |IN INFORMATION TEchNowoG | 2015 | 20\9 2018-297)
GRADUATE STUDIES N/A /A O/A | N/A NJA
(Continue on separate sheet if necessary)
SIGNATURE ’)Q‘P' DATE MAY 22,2025

|l
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27. CAREER SERVICE/ RA 1080 (BOARD/ BAR) UNDER

DATE OF

LICENSE (if applicable)

SPECIAL LAWS/ CES/ CSEE (f m:;%e) EXAMINATION / PLACE OF EXAMINATION / CONFERMENT Date of
BARANGAY ELIGIBILITY / DRIVER'S LICENSE CONFERMENT NUMBER Validity
CAREER SERVICE PROFESSIONAL 2.3\ MARCH 20,2023 O®RMoC T/
DRIVER'S L\CENSE R B sp o 1 E Ho3-az- | o
W 03, oC Yy oonats |Bor/2%
(Continue on separate sheet if necessary)
E i
28. INCLUSIVE DATES SALARY/ JOB/ PAY s
(mm/ddiyyyy) POSITION TITLE DEPARTMENT / AGENCY / OFFICE / COMPANY |  MONTHLY m’;(s‘m STATUS OF el
(Wite in full Do not abbreviate) (Wite in full Do not abbreviate) saaRy | % APPOINTMENT
(Format *00-0%) (YIN)
From To INCREMENT
LWL 12, 2023] M4 21,2025 AP MINISTRATIVE AVDE () LOCAL ZOVERNMENT UNIT- \sABa.fs.soo-w Jo® oRroER| 7

(Continué on Separate sheet if necessary)

SIGNATURE ﬁQ‘@"

| DATE HAY 272, 2025

TSFORM 272 Hevioed 2077), Page 2014,




INCLUSIVE DATES

(Whits in ful

2. NAME & AQDRESS OF ORGANIZATION
(Writs in full) (mmvddlyyyy) NUMBER OF HOURS POSITION / NATURE OF WORK
From To
N/A
(Continue on separate sheet if necessary|
(L ; ' '
INCLUSIVE DATES COF Type of LD
30. TITLE OF LEARNING AND DEVELOPMENT INTERVENTIONS/TRAINING PROGRAMS ATTENDANCE - { Managerial/ CONDUCTED/ SPONSORED BY
(Write in full) (mmv/ddiyyyy) Supervisory! (Write in full)
Technicalleto)
From To
N/A
{Continue on separate sheet if necessary)
] IR, : B
/ e i ki R R e ke . AP, ‘“4
a1, SPECIAL SKILLS and HOBBIES 2 NON-ACADEMIC DISTINCTIONS / RECOGNITION 3, MEMBERSHIP IN ASSOCIATION/ORGANIZATION

(Write In ful

(Continue on separate sheef if necessary)

SIGNATURE

DATE

MAY 12, 2025

CS FORM 272 (Revised 2077), Page 3074



chief of bureau or office or to the person who has immediate supervision over you in the Office,
Bureau or Department where you will be apppointed,
a. within the third degree?

b. within the fourth degree (for Local Government Unit - Career Employees)?

" ATe you related by consanguinity o affnt 1o the appoinfing or recommending authorty, or o the

M NO
& no

If YES, give details:

[ yes
] yes

!

35, a. Have you ever been found guilty of any administrative offense? O ves M NO
If YES, give details:
b. Have you been criminally charged before any court? [ ves lil NO
If YES, give details:
Date Filed:
Status of Casels:

36, Have you ever been convicted of any crime or violation of any law, decree, ordinance or regulation by ] ves 111] NO
sy o kel It YES, give details:

37. Have you ever been separated from the service in any of the following modes: resignation, O Yes [j NO
retirement, dropped from the rolls, dismissal, termination, end of term, finished contract or phased out|  If YES, give details:
(abolition) in the public or private sector?

3. a. Have you ever been a candidate in a national or local election held within the last year (except ] ves Ii] NO
Barangay election)? If YES, give details:

b. Have you resigned from the government service during the three (3)-month period before the last [ ves E] NO
election to promote/actively campaign for a national or local candidate? IfYES, give details:

39, Have you acquired the status of an immigrant or permanent resident of another country? 7 ves g] NO

If YES, give details (country):

40,

Pursuant to: (a) Indigenous People's Act (RA 8371); (b) Magna Carta for Disabled Persons (RA
7277); and () Solo Parents Welfare Act of 2000 (RA 8972), please answer the following items:
a. Are you a member of any indigenous group?

b Are you a person with disability?

¢ Are you a solo parent?

EJ

[ ves
If YES, please specify:

O ves
If YES, please specify ID No:

O yes
If YES, please specify ID No:

NO

MNO

@ no

41. REFERENCES (Person not related by consanguinity or affinity to applicant /appointee)
NAME ADDRESS TEL. NO. }
42. | declare under oath that | have personally accomplished this Personal Data Sheet which is a true, correct and

complete statement pursuant to the provisions of pertinent laws, rules and regulations of the Republic of the
Philippines. | authorize the agency head/authorized representative to verify/validate the contents stated herein. |
agree that any misrepresentation mede in this document and its attachments shall cause the filing of

administrative/criminal case/s against me.

(Govemnment Issued ID (.e.Passport, GSIS, $58, PRC, Driver's License, stc.)
PLEASE INDICATE ID Number and Date of Issuance

GovermentIssued ID: PRAVER'S LICERDSE

s

|ID/License/PassportNo.. WO 3 - 22-0003} 35

Signature (Sign inside the box)

Date/Place of Issuance:  ©3 -~ 03~ 2022/ o'MoC ey

Date Accomplished

Right Thumbmark

SUBSCRIBED AND SWORN to before me this

, affiant exhibiting his/her validly issu

Person Administering Oath

ed govenment ID as indicated above.
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