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QUALIFICATIONS

Excellent communication skills (English) both written and spoken

Strong analytical and problem solving abilities and fast learner.

High level of enthusiasm and commitment in any work or activity.

Able to generate / perform above and beyond what is expected.

Take pride in doing a good job of achieving positive results.

Highly professional and flexible.

WORK EXPERIENCE

Position Held:            Receptionist / Office Staff


           (Oct. 2011 – June 2013)

As an Receptionist:
	· Front-liner for telephone calls (screening and routing of the calls to concerned person/departments).

	· Monitoring balances of Salik Cards and Reloading of the same.
	
	

	· Monitoring of incoming and outgoing courier (TNT, Skynet, etc..) and keeping record log of the same.

	· Receiving, sorting and recording of mails retrieved from Al Quoz and Jebel Ali Post boxes.

	· Monitoring inventory of Office Supplies and preparing Requisition Request (for new stocks)

	· Monitoring of Logbook for Staffs' Attendance
	
	
	
	

	· Filing of office documents, and cross-checking of previously mis-filed documents
	

	· Keeping record/logbook of All Invoices incl. delivery and payment info  (General Manager’s  personal ledger)

	· Forwarding copy of LPO to General Manager for his record or approval and returning of the same to corresponding dept.

	· Keeping record/logbook of Service Protocol series nos. (to keep track of any missing protocol)

	· Daily checking of Tejari for possible online auctions/tenders;  and necessary posting.

	· Arranging ticket and hotel reservations
· Responsible for the arrangement of the shipments.
	
	
	
	
	

	

	· Preparing quotations  e.g. chemical, spare parts and machines.
	
	
	

	· Handling of company vehicle's service bookings
	
	
	
	

	· E-mail correspondence (depending on each designated tasks)
	
	
	


Position Held:            Executive Secretary
Company       :            Villa Barcelona Homeowners’ Association
                                     Pampanga, Philippines
Nature of Business:  Real Estate and Homeowners Club
                                     (2010-2011)
As an Executive Secretary;
· Assist the General Manager with his day to day office works

· Responsible for the GM’s office diary, managing and arranging appointments/meetings with clients, suppliers and company staff

· Compute and issue salary for a company of 20 employees

· Prepare billing and collection based on various activities

· Monitors Accounts Payables and Accounts Receivables

· Make a follow-up to clients for their  Outstanding Accounts

· Tracking company expenses

· Balance billing against employees’ salaries

· Make necessary entries/reports for all transactions made to and by the company   

· Training and supervising other support staff, and customer relations.

· Record sales, prepare deposits, enter sales and other accounting transactions in the accounting system
Position Held:

Sales Lady
Company:

Waltermart
                                        Pampanga, Philippines

Nature of Business:      Supermarket
                                        (2009)
As Sales:
· Responsible in dealing with the needs and wants of the customers. I also perform side duties and other assessment given by the supervisor.

· Ensure customer satisfaction & assist them professionally.

· Receive & Record the incoming & outgoing of the stocks.

· Prepare the monthly inventory report of the stocks.

Trainings and Seminar:
Company:
          Philippine Bank Of Commerce
                                    Pampanga, Philippines

Nature of Business:  Banking
(260 hour)
· Filling documents

· Handled and checked cash
Seminar: “ Creativity -  Creating Demands for Successful and Sustainable Business ”
                    ( August 22, 2007 )
SPECIAL SKILLS:


· Knowledge of MS Office application, MS Outlook ,Internet Browsing
· Multi tasking
· Excellent in Business Correspondence
EDUCATIONAL ATTAINMENT 

COLLEGE:             Angeles University Foundation
                           Bachelor of Science in Business Administration
                           2009
PERSONAL DATA

Birth date
:

Jan. 08, 1987
Nationality
:

Filipino

Marital Status
:

Single



Visa Status
:

Unemployed
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Language
:

English and Filipino
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