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Objective
To work in association with professional groups who offers me the opportunity for career advancement and growth.

Skills


· Computer Literate (MS Word, MS PowerPoint, MS Excel, MS Access).

· Ability to multitask and work under pressure. 
· A quick learner that can work independently with minimum supervision. 
· Very flexible and willing to explore and learn more.

· Supportive and result oriented.

Work Experience         


April 2013 – Present                         Aptus Turnkey Projects Supply LLC.

                                                           Admin Asst. / Payroll Officer

· Preparing & Processing Staff Salaries. 
· Arranging, Computing & Entry of Labour Staff Timesheet.
· Preparing Leave/Final Settlement.
·  Leave/Sick Leave Entry.
· Attendance of the Staff.
· Preparing & Sending of Sales Order & Sales Invoice.
· Preparing  & Maintaining Employee Files

(Personal Files & Passport)

· Administrative Tasks.
·  Assist the Purchasing Department   (Preparing, & Sending Purchase Order). 

· Handling the Admin Petty cash and requisition.

· Ticket booking of the staff.

· Receptionist (Receive, direct and relay telephone 
· messages and fax messages)
May 2011- January 2013                   New Simulator Center of the Phils., Inc.

                                                            Customer Relations Officer / Registrar

· Deal with all inquiries regarding Training Courses and other information on telephone or via e-mail.
· Enroll trainees for both walk-in and company endorsed officers by entering their personal information and course in computer generated program.
· Assist trainees regarding their courses requirement by providing new information from MARINA (Maritime Industry Authority) for Marine Deck and Engine Officer.
· Prepares a variety of records and reports regarding student enrollment.
· Maintains and update trainee’s record, reports and other files related to registration.

October 2010 – March 2011               Alphaland South Gate Mall
                                                             Admin Receptionist/ Customer Relations Officer

· Welcomes visitors by greeting them, in person or on the telephone.

· Receive, direct and relay telephone messages and fax messages 

· Encoding of weekly and monthly mall admin report for open and closed stores.

· Responsible for Clerical works.(faxing,photocopy)

· Responsible for distributing Memo’s and other documents to stores, tenants and owners.

· Coordinate the repair and maintenance of office and Mall to Engineering department.

· Provide employment and temporary ID’s for Mall/ Tenant Employees. 

· Responsible for GATE PASS of Stalls and Mall Tenants.

July 2010 – October 2010                Chittick Fire & Security Corporation

                                                          Receptionist / Accounting Clerk (Reliever)

· Welcomes visitors by greeting them, in person or on the telephone.

· Receive, direct and relay telephone messages and fax messages 

· Screens and logged all incoming visitors and Applicants.
· Assigned in releasing checks, invoice and other accounting documents to suppliers.

· Maintain an adequate inventory of office supplies

· Maintains safe and clean reception area.

Educational Background       


2006 – 2010                    Pamantasan ng Lungsod ng Muntinlupa (PLMUN)
                            Course: Bachelor of Science in Computer Science

2002 - 2006                     San Roque Catholic School

                                         (Secondary School)

Personal Data 


Date of Birth:        April 16, 1989                             
Age:                       25 yrs. Old.                                

Civil Status:          Single
Nationality:          Filipino
Religion:               Roman Catholic  
Language:            Filipino & English

Visa Status:           Employment Visa (LLC)
Reference available upon request.  
