[image: image1.jpg]


CURRICULUM VITAE 
Gulfjobseeker CV No: 1333932 

To interview this candidate call 97150-5905010

Or email us back filled up Vacancy Form

http://www.gulfjobseeker.com/Free_Job_Posting_Form.doc
____________________________________________________________________________________________
CAREER OBJECTIVE


     To obtain a responsible and challenging position where I can utilize my education, experience, knowledge, skills and good work ethics that will add value to the office’s/institution’s operations and contribute to its efficiency as well as one that will provide opportunities for my professional and personal growth.

SPECIAL SKILLS

*
Proficiency in Microsoft Office/Internet operations
*          Representation (Liaison) capabilities/Coordination with government agencies & private companies
*
Strong leadership, organizational and coordination skills

*
Knowledgeable in Import/Export logistics work with custom agents, shipping line/forwarder companies 
*
Experience and knowledge in garment-related export/import documentation and transaction including ocular inspection of garments firms    
*
Good in In-depth Analysis, Researching, Documentation & Problem-Solving

*
Well-verse in the preparation of business correspondences/reports/Agenda & Minutes of the Board’s Meetings
*
Knowledgeable in the preparation/review of legal documents such as Contracts, Affidavits, Documentary Evidence Support
*
With relevant experience in providing legal, administrative, executive & technical assistance as well as documentary evidence support
*
Capabilities in handling sales/marketing of certain consumer products
*
Strong customer/client service skills
*
Good in PR, consumer/people relations (Interpersonal skills)

WORK EXPERIENCES

Financing Incorporated – Phils.  
     
Loan Consultant/Marketing Agent - February 2014 - October 2014.  Offers/provides easy and affordable consumer loans to prospective clients who wants to avail of personal loans, salary loans, car loans, and other products being offered by the company with low interest rates that are easy to manage.
Department of Trade & Industry [DTI] –  Phils.
Document Processor/Specialist - Documental Processing Division,  November 1999 - December 2013.  Pre-screens, receives, encodes data of Textile Export Clearances/VISA applications for processing and releases processed export documents.  Provides exporters with necessary information on export documentation requirements/procedures.  Drafts and edits letters, reply-letters and other written correspondence like response to court order, inquiry-clarification from other government agencies related to export documentation.
                 
Client Service Assistant - Frontline Client Assistance Counter, September 1998 - November 1999.  Provides effective and immediate assistance to active and prospective exporters/manufacturers, traders and buyers on problems related to documentation, export/import procedures and other garment export-related matters.  Drafts reply-letters to garment firms. Refers clients’ inquiries and correspondences to other divisions of the office for immediate action.
Administrative Staff/Legal Assistant -  Office of the Board Secretary/Legal Division, August 1991 - August 1998.  Prepares the agenda and the minutes of all GTEB Board meetings and disseminates the same to all divisions of the office for their information and implementation.  Attends Board proceedings.  Drafts reply-letter to garment firms, updates files of cases/legal documents and keeps them for easy retrieval.
Office of the Ombudsman  (Department of Justice) 
Paralegal-Process Server/Encoder, Senior Clerk -  Property Management Section, General Services Division / Central Records Division - May 1989 - December 1989.  Receives and records office supplies and equipment from suppliers.  Monitors and keeps an inventory of the materials received and distributed to the different divisions of the agency.  Updates, records and files cases and legal documents received.  Coordinates/liaises (process serving) with other government agencies for the proper distribution of documents.
Philippine Long Distance Telephone Company (PLDT) 
     
Clerk/Encoder/Messenger - Project Cost Department, December 1985 - March 1986.  Files the necessary project papers or plans and documents of the respective department.  Encodes in the computer the contents  of files and records of projects as evaluated and approved by the supervisors.  Lends support or clerical assistance to other employees.
Notary Public Office of Arcadio A. Gabasa 

     
Legal Assistant and Liaison Staff - January 1980 - February 1986.  Receives from clients legal documents intended to be notarized and records the same in the notarial registry/book.  Submits the notarized documents to the proper judicial court.  Acts as Process Server/Liaison Staff if circumstances warrant.  Provides continuing administrative, legal and technical assistance to the Notary Public.
EDUCATIONAL ATTAINMENT
MANUEL L. QUEZON UNIVERSITY

Bachelor of Laws -  LL.B. – Graduate 1991
POLYTECHNIC UNIVERSITY OF THE PHILIPPINES
Bachelor in Business Management - BBM – Graduate 1986
ACADEMIC HONORS / AWARDS RECEIVED
University Scholar - P.U.P., Partial Scholarship 
Most Serviceable Scout of the Year - PGMHS 

ACHIEVEMENTS

Officer, DTI Employees Association’s Directors (1997-1998 & 2002-2004)
Acting Board Secretary (GTEB  : January - February 2002

Vice-Chairman, GTEB-COOP COMELEC - June 2001

Chairman, Committee on Membership, GTEB Employees Association (EA) – 1998

Chairman, GTEB-EA COMELEC - January - February 1995

Passed the Philippine Career Service Professional Examination - August 3, 1986

PERSONAL UNDERTAKINGS

Microentrepreneur - Small Business Enterprise (Retail Operations), 2006

Supervisor /  Purchaser / Caretaker - House Construction, 2005
Salesman / Merchandiser / Purchaser / Delivery Man - POP Cola Dealership, 2000
Direst Seller (MLM Products – Several Companies),  1997 - 2000

PERSONAL INFORMATION
Civil Status

: Married

Visa Status

: Visit Visa
Nationality

: Filipino

Languages (speak, write & read): English, Pilipino

I hereby certify that the above information is true and correct to the best of my knowledge.

