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 Career Objective
To secure a responsible career opportunity in an environment wherein, I can use my knowledge and skills to the fullest. I seek to diversify my skills to promote efficient progress to help the company and my well being.
 Work Experience
August 1999 - November 2014
Ang Bagong TIKTIK Newspaper, Philippines
Advertising Coordinator
Duties and Responsibilities:
· Advertising Traffic – Managing of work flow from Advertising Department (Layout of Material & Budget) to Editorial Department (Insertion or Schedule date of Ads). 
· Advertising Layout – Layout and editing of legal advertisement 
· Billing and Collection – Send out billing statements, receives and post payments to accounts, monitor and follow up overdue accounts, collects debt, maintain and keep files. 
January 2001 - November 2014
Pigeon Publishing Corp. Valenzuela City, Philippines
General Clerk- Multi-Tasking Job
Duties and Responsibilities:
· Supply – Planning, Purchasing and Forecasting 3 months supply for Computer to Plate Machine and Web Machine. 
· Credit and Collection – Determine and handling of new account (evaluate, provide analysis and conclusion); Recommendations of credit line and or limit amounts (subject for credit investigation); Monitor receivables and collection and provide updates to clients Statement of Account; Negotiate payment programs to agents with delinquent accounts. 
· Circulation – Daily monitoring of production, sales and returns percentage; Adjustment – Addition and Deduction of Pre-ordered Purchase Order; Labeling of daily total production of newspaper 
· Quotation for tabloid newspaper and other print materials. 
· Clerical work – Encoding of data, record filing and keeping; Answers phones, provides 
information, documents and materials needed for meetings and other paper works. 

· Education 
1999
Polytechnic University of the Philippines
Bachelor of Advertising and Public Relations
· Certificates 
· Certificate of Completion 
Public Information Division Assistant 
Office of Public Affairs 
Department of the Interior and Local Government Republic of the Philippines 
· Certificate of Completion 
Production Assistant 
Audio-Visual Presentation and Broadcast Commercial Advertisement Video Sonic Corporate Communications, Philippines 
· Skills and Qualifications 
· Proficient in Microsoft Word and Excel 
· Articulate in English Language 
· Knowledge in Adobe Pagemaker 6.0 
· 120 words per minute speed typing 
· Knowledge in data entry and keeping track of records 
· Able to do a Multi-Tasking Job 
· Customer Oriented 
· Self-reliant and Independent 
· Knowledge in making Business Letter 
· Meticulous and very thorough 
· Adaptable to challenging work environment 
· Excellent team player 

· Supplementary Information 
· Filipino Nationality 
· Married 
· Born on the 25th of July 1978 (36 y/o) 
· Roman Catholic 
· Speaks English & Tagalog Language 
· With good health condition and fit to work 
· Visa Status : Visit Visa 
