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SUMMARY 
Resourceful and accomplished Office Support Supervisor  with extensive office operations and personnel organization expertise, seeking work with an existing company in which to put my skills and knowledge to good use. 
SKILLS 
Professional 

Wide experience in providing sale support to clients which meet target sales. 

Enhanced supervisory skills in monitoring the performance of employees/subordinates 

Deep working knowledge of Microsoft Office Applications- MSWORD/MSEXCEL/MSPOWERPOINT

Remarkable ability to complete work on schedule and meet all deadlines

Report Presentation (Administrative/Financial/Operational)

Exceptional ability to identify and resolve all issues 

Very good in coordination with all matters to accomplished task. 

Excellent communication skills in both oral and written forms/memoranda/Letter writing skills

Has a country driving license for five (7) years
Languages 

Filipino and English 
Software

Microsoft Office Applications 
EXPERIENCE  (TOTAL WORKING EXPERIENCE 16 YEARS) 
March 2006 up to present (8 YEARS)

BRANCH HEAD POSTMASTER- PHILIPPINE POSTAL CORPORATION 
· Manages the overall operational activities such as Administrative and Mail Operational functions of the Post Office
· In Administrative
· Analyzes the performance evaluation of employees/subordinates 
· Submission of Daily Time Record and other Personnel Matter Issues
· In Operations  
· Monitoring mailman in their daily delivery of mails and checked their return mails 
· Assisting and assuring that the front desk tellers where properly monitored at their given tasks. 
· Assuring that the flow of mail dispatches incoming and outgoing for the day were properly accomplished.
· Implements new methods/strategies in the aspects of logistic/mailing matters in accordance to Philippine Government rules and regulations
· Well oriented in making of Monthly Reports for Financial/Administrative/Operational Reports and meets deadline in submission. 
· In Marketing 
· Assuring that the sales target meets the actual or over sales target.
· Ensures that stocks on hand of Stamps and other Postal Products are all intact and available in the retail sales.
· Maintains and conducting a research for possible prospective clients and looking for service improvement.
· Always active in responding in after sales service views and comments.
· Ensures the winning of prospective clients every month and assuring that the satisfaction of the service is well maintained to the regular clients.
July 2005 to March 2006 – (1 YEAR) after a year got promoted as Postmaster/Branch Head of a Post Office

CASHIER, Philippine Postal Corporation 
· Monitoring/recording the daily income/monthly expense of the Post Office 
· Doing Daily and Monthly Reports such as Records of Collections, Statement of Deposits, Account Current
· Preparing outgoing and incoming business correspondence/s
· Deposits the daily income of the Post Office in the bank 
· Monitors/supervises window transactions such as Stamps, Metered Machine, Money Orders and other Postal Products and Services. 
· Doing the task that the Postal Office Manager may assign from time to time.
June 1999 to July 2005 (6 YEARS)

SECRETARY/TRAINING SPECIALIST, Philippine Postal Corporation

As a Secretary
· In charge of receiving  incoming and outgoing mails; Answering telephone calls 
· Assisting the Regional Director to his daily tasks such as: plan/schedule meetings; coordinating with different Chiefs and Heads regarding the implementations of projects being assigned to them.
· Assigned in making letter writing compositions; memorandums; 
· Doing reports monthly.
As a Training Specialist
· Preparing the different training modules/revision of the old with the new methods. 
· Establish new ideas for the enhancement of several trainings conducted
· Assign to instruct/teaching modules such as English and Basic Computer knowledge to postal employees
· Preparation of Report of Performance Evaluation of students/employees.
June 1998 to June 1999 (1 YEAR)
ADMINISTRATIVE ASSISTANT, Agoho Printing Press
· Create and maintain active files 
· Plan meetings and conference calls and arrange and manage meetings 
· Initiate purchase requisition 
· Create and maintain database records
· Lay outing, Desktop Publishing 
· Track and process annual fixed asset inventories 
· And other administrative tasks. 
EDUCATION
1994-1998 – Bachelor of Science in Business Administration- Lyceum of the Philippines 
1991-1994 – Colegio De Sta. Catalina De Sena, Binan, Laguna 
1984-1991-  Colegio De Sta. Catalina De Sena, Binan,Laguna 
PERSONAL INFORMATION
Date of Birth
-
August 24, 1977
Religion

-
Born Again Christian
Civil Status
-
Married 
Weight

-
130 lbs. 
Height

-
5 feet 1 inches 
Language Spoken
-
Filipino & English 
