
OBJECTIVE
AcƟng in the AdministraƟve Sector

EXPERIENCE

AdministraƟve Assistant DP – GSA Management - 2025

Time and aƩendance control, benefits calculaƟon, physical 

and virtual documentaƟon management for employees, 

support for hiring, terminaƟon, and payroll.

AdministraƟve Assistant DP - Perfiltecnet 2025

Time and aƩendance control, benefits calculaƟon, 

management of physical and virtual employee 

documentaƟon, accounƟng support for hiring and 

terminaƟon.

AdministraƟve Assistant – Top Engenharia – 2020 to 2024

Billing, accounts payable, preparaƟon of commercial 

proposals, recepƟon, documentaƟon management, 

support for

HR, hiring, terminaƟon, calculaƟon of benefits.

EDUCATION

Mechanical Technician – CPET – In progress

  Plant 3D - Leveduca – In progress

Basic AutoCAD 2D – Expert Courses – CompleƟon: 2025

AdministraƟon Technician – Technical 

Degree CompleƟon: 2018


