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CAREER HIGHLIGHTS
· 8 years management experience in the fields of office administration, human resource, project management, sales and marketing, and operations management 
· High proficiency in MS Office suite, other computer/internet applications 

WORK EXPERIENCE
Operations Manager at Smart Traffic
Feb 2007 to Nov 2014
Smart Traffic is a multi-national digital agency based in the UK. I managed the Philippine office with over 100 staff together with the General Manager. My responsibilities include but not limited to:
· Manage day-to-day office operations and ensure that effective methods and processes are put into place so that the office runs smoothly and to its maximum efficiency 
· Lead in policy and process improvement, efficient delivery of services and results, achievement of client/stakeholders expectations 
· Manage escalations and answer top level queries coming from company executives and managers from offshore offices 
· Provide leadership and management to the department managers within IT, Systems, HR, Admin, and Digital Product Teams 
· Arrange executive meetings and inter-office meetings and conferences 
· Oversee the efficiency of the physical office, arrangement, acquisition, and inventory of assets 
· Oversee most of the people management functions such as manpower and resources planning, recruitment and performance appraisal of key positions, high level conflict resolution, skills/product trainings, and company events budget proposal and implementation 
· Keep the business continuity plan or disaster management plan up-to-date 
· Follow through implementation and completion of projects assigned to managers 
· Review employee bonuses and salary recommendations monthly and overall incentives yearly 
· Provide direct administrative and management support to the General Manager and Chief Tech Officer 
Sales Consultant at Berkley International Plans, Inc
May 2006 to Jan 2007
Berkley is an American-owned financial services company providing pre-need plans in the Philippines. I was hired as a Sales consultant for walk-in clients. I conduct one-one-one product presentation and close deals on the spot.

SKILLS
· MAC/Windows software, MSOffice Suite, CRM, HRIS, and other software/online productivity suites 
· Digital marketing (SEO, SEM, Social Media, Email Marketing, Content Marketing, Local Business Promotion, Website Analysis, Tracking and Management, Competitor Analysis, Online Reputation Management, and fundamental understanding of how search engines work) 
· Social Media Management and Promotion such as FB, Twitter, Instagram, Google+, LinkedIn 
· Project Management, Risk Assessment, Office Administration, Operations Management 
· Fluent in English and Filipino 
PROFESSIONAL TRAINING
5-Day Management Training Course – focusing on Leadership and Management, Teamwork, Risk Management, Negotiation Skills, Presentation Skills, and Project Management
Smart Traffic Philippines – August 2011
EAGLE (Execution and Growth for Leadership Empowerment) – a supervisory development program Smart Traffic Philippines – August 2010
Presentation Meeting – a monthly team building activity implemented company-wide to improve specific and soft skills
Smart Traffic Philippines
STU (SEO Training) – facilitated a monthly SEO and digital marketing training across the whole office

ACHIEVEMENTS
	Best Link Builder
	Loyalty Award

	Smart Traffic SEO, Inc
	Smart Traffic SEO, Inc

	Aug 2007, Sep 2007, Nov 2007, and Mar 2008
	2010, 2012, 2014

	Valedictorian
	National Elementary Achievement Test Topnotcher

	Bonbon Elementary School
	Bonbon Elementary School

	March 1998
	Mar 1998

	Certificate of Recognition
	

	For exemplary performance in research oral revalida
	

	Universiry of Cebu
	

	October 2014
	

	
	


EDUCATION
	Bachelor of Science in Business Administration major in Marketing
	Graduated 2014

	University of Cebu
	

	Cebu Philippines
	

	Associate in Computer Technology major in Database Technology
	2008

	University of San Carlos
	

	Cebu Philippines
	

	Bachelor of Science in Math major in Pure Math
	2002-2006


University of the Philippines Cebu College
Cebu Philippines
