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	PERSONAL DATA:
Date of Birth:    June 08, 1985
Place of Birth:  Pampanga,
                          Philippines

Height:              5 ft. 8 inches
Visa Status :     Tourist  Visa
Nationality:      Filipino
Languages:     Filipino- native  

                                       language                                      
                         English – native 
                                       speaker

COMPUTER SKILLS
· Proficient in MS Office applications/software
OTHER SKILLS/INTEREST 
· Experience on Administrative.
· Excellent communication skills.
· Driving Skills.
· Knowledge in customer service.
· Quick Learner.
· Good Team Leader.

	OBJECTIVE :
In the lookout for a company which provides career growth and development, optimum exposure to the field I’ve chosen & opportunity to enhance my career and at the same time helping that organization grow by faithfully contributing my skills, experience and qualities in this field I have chosen.

SUMMARY OF QUALIFICATIONS: 

· Good Planning and organizational skills

· Effective in written and verbal communication skills

· Flexible and detail oriented

· Self motivated and willing to learn

· Can work under pressure

CAREER PROFILE AND EXPERIENCE: 

Sales Executive (store in-charge)

 April 1 to Oct. 3, 2012

SM City Pampngga, Philippines
Duties and Responsibilities:

· Responsible for selling, inventory and requesting merchandising department for the items need at the store.

· Arranging (merchandising) the displays in order to be more attractive to the customers.

· Responsible for receiving and transferring of items to other branch.

· Greet and assisting the customers upon entering the shop.

· Handling promotional activities.
· Handling all modes of payment such as cash credit cards and vouchers.
· Maintaining in order of working area to ensure systematic flow of work.
· Give in appropriate and timely feedback to supervisors on the products in styles, quality and movement.

· Sending a feedback of the costumer to improve the costumer satisfaction.

· Taking personalized order from the costumer and satisfying their needs.

· Maintaining the Customer relation in order to have a regular customer, like informing them every new collection and sales promotion.

APS (Alliance Project Services) / PPI (Prime Projects International) 

Bagram, North Afghanistan

November 2010 up to March 23, 2012

POSITION: Human Resource Supervisor - Operations

Responsibilities:

· Maintaining and making sure operations related to the company is on time and is done ON time, well mannered and is properly handled.

· Managing personnel with Time Frames and schedule by priority of work.

· In‐charge of communication between the client, management and employees.
· Allocation of new employees, designation of their assigned tasks. Conducting proper trainings, briefing and making sure employees are well capable to accomplish their assigned tasks and are equipped with assets/gears to function well and without fail.

· Processing of all documents related to the employees, updating of files and making sure a 100% in‐compliance of the required is met.
· Acting on the spot to correct deficiencies, preparing ahead of the possible outcome, expected technicalities to further improve performance of all tasks assigned.

APS (Alliance Project Services) / PPI (Prime Projects International) 


FOB Wolverine, South Afghanistan

April 2009  to November 2010

POSITION: Coordinator
Responsibilities:

· Supervisorial Responsibilities, managing O&M work duties and responsibilities.

· Arranging/preparing accounting, company related documents and reports

· Managing personnel with Time Frames and schedule by priority of work.

· Ability to communicate with different personalities (English language).

Department of Education (Gov’t)
Sta. Ana District, Department of Education, Philippines

June 2006 to January 2009
POSITION: OFFICE STAFF/ADMIN CLERK/LIAISON OFFICER

Responsibilities:

· Assisting the Supervisor and Liaison Officer in his/her daily office work

· Responsible for all Secretarial Duties

· In‐charge of the District’s communication letters
· Submits/Receives Reports from the Division Office to District Office, (vice‐versa)
· Maintaining records of receivables, payables, and expenses of the district

· Arranging/composing forms, letters, etc. (documents related to the District)
EDUCATION: 

Bachelor of Science in Information Technology

CLCST (Central Luzon College of Science and Technology)

2004-2006 
San Fernando, Pampanga, Philippines
A. GONZALES SIOCO HIGH SCHOOL

2001 ‐ 2004
San Luis, Pampanga, Philippines
STA. MARIA ELEMENTARY SCHOOL
1995 ‐ 2001
Sta. Maria, Sta. Ana, Pampanga, Philippines
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