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OBJECTIVE


To be able to work continuously as way of improving professional and personal knowledge and skills, and able to establish a career path from any position available related to my Educational qualifications, skills and experiences.   

KEY ACHIEVEMENTS  

· Having high percentage expenses of the company, to minimize the cost monitored the stocks every end of the week, makes company expenses reduce.

· Creating plan to the Promotional Activity of the company that result on high percentage of sales.

· Reuse and recycle some A4 paper to help the company reduce office supplies and also help to save the tree.

· Analyzing the need products in store operation such as deliveries and inventory matter.

· Delay of deliveries, in order to avoid delay of deliveries i organizes the things put every detail in the calendar to avoid missed of deliveries in operations.

· Variances in the stocks, i made a tracking form such us: withdrawal slip, replenishment slip, and promotional slip. For me to see that all materials issues accuracy in the system ERP (oracle) that makes avoid the variances stocks material being issues to the operation.

EMPLOYMENT EXPERIENCE 
ADMINISTRATIVE COORDINATOR, Kids Connection

  
           Present   
· Assistant to the supervisor  and Unit manager




active

· In charge of all Accounting matters and procurements



active

· Compile and keep all personal records up to date with 


active

correct information

· Ensure that all stocks are audited and accounted on regular basis or

active

 as when required in Oracle.

· Process and report all personnel issues (sickness, lateness, absence,

active

 holidays, etc.)to the Supervisors and to produce monthly report s or 

as requested, on all the above personnel issues

· Performing financial activities such as cash handling



active

ERP Oracle System and Daily Sales Report

· To ensure that all communication and correspondence is process

active
 through the FKC in an efficient and orderly manner

· Process Time Sheets/Payroll for all personnel and report hours 

active

to Supervisor

· Check all figures to be reported to Supervisor including payroll,

active

 petty cash, etc.

PURCHASING ASSISTANT, Kids Connection


  
                      Present 

· Reporting directly to the Senior Buyer, assist with vendor selection

active 

And bid evaluations.

· Assist the Buyer on special projects focused on cost reduction initiative
active 

and process improvement.

· Contact suppliers to resolve missed deliveries, short shipments and

active

 pricing discrepancies.

· Arrange expedited shipments to prevent unscheduled manufacturing

active 

downtime.

· Assigned to provide procurement advice to the IT Team, tasked with 

active

transitioning the organization to the Oracle ERP and Supply Management 

modules.

Physical Education Teacher, Canossa College, Philippines                         May 2010-March 2012                                                                                                        
· Designed and formulated examination questions for 



active

Social Study 1st year and Physical Education 3rd - 4th year

· Designed lesson plan (UBD) Social Study 1st yr and



active 

Physical Education 3rd  – 4th yr

· Conducted parent- teacher conferences




active

· Preparing Quarterly grades of Social Studies 1st yr 



active

 and Physical Education 3rd -4th yr

Teacher, First Asia of Technology and Humanity, Philippines          Sept. 09, 2008-May 2010          
· Designed and formulated examination questions for 



active

Hekasi Gr.IV and CLE. Gr. V – VI

· Designed lesson plan (UBD) Hekasi Gr.IV and CLE. Gr. V – VI

active

· Conducted parent- teacher conferences




active

· Preparing Quarterly grades of Hekasi Gr.IV and CLE. Gr. V – VI

active

EDUCATION 

 Bachelor in Elementary Education with specialized in Religious Education 

 Canossa College, San Pablo City of Laguna, Philippines March 28, 2008- Graduated

Laguna State Polytechnic University, San Pablo City of Laguna, Philippines

MA. Physical Education 8 units earned April 2011- Undergraduate

Training Attended

• First Aid Training Program August 2014
  Customer Care Training Program 2012
• Special Child (SPED) formation - October 2006

• ADMIRAL Maritime Training Institute of the Philippines, INC - August 6-25, 2001(Basic Safety        

  Training, Personal Survival Techniques, Fire Prevention and Fire Fighting, Elementary First Aid,  

   Personal Safety and Social Responsibility)
PROFESSIONAL MEMBERSHIPS 
Member of the First Aider since August 2014

INTERESTS
I am interest of sports such playing basketball, billiard, bowling and also browsing /exploring excel word, movie maker, PowerPoint, office word and other social media.
PERSONAL BACKGROUND
Date of Birth: November 16, 1978

Birth of Place: Malibay, Pasay City, Philippines

Age: 36 years Old

Civil Status: Married
Visa Status: Employer/Residence Visa
References available on request
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