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Career Objective
Seeking a career in Office Assistant with a growth oriented organization, which appreciates hard work and provides a motivating work environment for career advancement in order to enhance and broaden my personal and professional skills so that I may be able to contribute more effectively to the organization.

Profile Summary
Skilled and dedicated Office Staff with more than 8 years experience in monitoring, coordinating and supporting daily operational Human resource functions.
· Completed Bachelor of Business Management (BBM) from The University of Manila
· Outstanding Communication and interpersonal skills

· Good knowledge of Microsoft word, excel, outlook, and internet explorer

· Ability to deal with external and internal customer support in a professional manner

· Multi tasking skills and ability to work under pressure

· Sincere, Punctual, and hardworking

· Good knowledge in Timekeeping processing

· Highly focused and results-oriented in supporting complex, deadline driven operations; able to identify goals and priorities and resolve issues in initial stages
Employment History
Hrd personnel/ Timekeeper Quad Alpha Mandaluyong City, Philippines (From February 17, 2011 to August 12, 2014)
Job Profile-

· Monitoring of daily time record.

· Provides payroll information by collecting time and attendance records 
· Minutes of meeting.

· Giving Disciplinary Action Memo 

· Answering telephone calls and re- routing them to designated departments
· Maintaining employee files confidential

· Conducting orientation to the newly hired employees

· Schedules examinations by coordinating appointments
· Monitoring stationary stock and reordering when required
· Answering emails and inquiries 

· Sorting and Achieving employees files
Receptionist/ Secretary Isetann Department Store Company,  Carriedo St. Sta.Cruz Manila, Philippines (From Nov 5, 2007 to March 7,2010 )

Job Profile-

· Meeting and Greeting visitors ensuring they are signed and inducted
· Opening, distributing, collecting and taking the post

· Dealing with any inquiries at the reception

· Data entry into internal systems

· Answering all incoming calls, emails, and re-routing them to relevant parties

· Reporting any problems to the office manager

· Monitoring stationary stock and reordering when required

· Operating a computer systems and switch board

· Responsible for handling front office reception and administration duties

· Always adhere to all company policies and procedures

· Doing Clerical works

· Be involved and Contribute at team Meeting
Receptionist /Secretary Watsons Personal Care Company (From February 12 2005 to July 23, 2007)
Job Profile-

· Organizing and storing paperwork, documents and computer based information

· Receiving and counter checking item delivery

· Making monthly sales report

· Meet and Greet suppliers and customers

· Answering telephone calls and re- routing them to relevant parties

· Dealing with any inquiries at the reception

· Responsible for handling front office reception and administration duties

· Attending meetings, taking minutes and keeping notes
Educational Qualifications
· Completed Bachelor Of Business Management  (BBA) from The University of Manila
· On the job training Secretary  from Land Bank, Philippines
Personal Details
Date of Birth

:
May 28, 1983
Nationality

:
Filipino
Marital Status

:
Married
Visa Status

:
Visit Visa
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