


A degree holder, graduate of Bachelor of Science in Commerce major in Management; Highly competitive individual, self-starter and able to work under pressure in meeting the company’s demands and expectations; Can easily relate with group of personalities, and open for constructive criticisms and suggestions for improvement.
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PROFILE





PROFESSIONAL EXPERIENCES:

















PHILIPPINE PORTS AUTHORITY, Calapan City, Mindoro, Philippines





Storekeeper / Finance Dept.  (Jan 2015 – June 2016)


Checked the office supplies and equipment delivered


Request and follow up order of supplies to the supplier


Encodes supplies data to the computer





Clerk Processor / Finance Dept.  (Jan 2013 – Dec 2014)





Update subsidiary ledger (monthly premiums).


Check and Update abstract of collections ( Operations and Roro Terminal        Fees)





Data Encoder / Operations Dept.  (Jul 2007 – Dec 2012 )





Encodes vessel manifest, including vessel movement and passenger manifest.


Generating Ship Call Number.


Create computation sheets.


Invoicing


Assist  and entertains passengers who has complaints and concern about the ship/vessel.


Directed the passengers where to go when needed.


Answer phone call queries and other job related calls.





Dataworld Processing Services, Incorporated, Calapan City, Mindoro, Philippines


Data Encoder  (Sept 2006 – Dec 2006)





Receives information of a person residing in Italy for their tax records.


Understands and encodes their records and information in the system





Uphigh Distributor Incorporation, Calapan City, Mindoro, Philippines


On the job training  (June 2005 – Oct 2005)








Making inventories of the product.


Computing sales through tally sheet.


Receives/list the customer’s orders via phone calls.


Encodes sales invoice for the day.




















Proficient in MS Office (Word, Excel)


Good communication skills (written and verbal)


Strong sense of responsibility


Strong organizational skills


Has the ability to work to tight deadlines


Strong interpersonal skills


Fast Learner & hard worker


Comfortable with repetitive tasks


Well Disciplined


Familiar with the use of office equipment























DIVINE WORD COLLEGE OF CALAPAN


BS Commerce major in Management


Calapan City, Philippines


2001 – 2005





UNIVERSITY OF PERPETUAL HELP�RIZAL


BS Computer Science


Las Pinas  City, Philippines


1999 – 2001





HOLY INFANT ACADEMY


High School


Mindoro, Philippines


1995– 1999





QUALIFICATIONS:





EDUCATIONAL ATTAINMENT:








SEMINARS AND TRAININGS:





\





NAR AND TRAINING:























Age		:  34  years old


Sex		:  Male


Nationality	:  Filipino


Civil Status	:  Single
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PERSONAL DATA:











Accredited Training Institution by Civil Service Commission


GAD Awareness  (seminar-workshop)


Bancuro  Resort, Naujan , Oriental Mindoro





Gender Sensitivity Training (GST) for Portworkers


Benedictine Nuns, Calapan City ,Oriental  Mindoro 





Calapan City Cooperative Development Office


Theme : “ Pre-Membership Seminar”


PPA-PMO Mindoro Calapan City











Curriculum Vitae of Allan 

