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WORK EXPERIENCE
SERVICE AGENT/SUPERVISOR. FEDERAL EXPRESS PHILIPPINES
Pasay City, Metro Manila. May 2, 2013 – February 13, 2015
Job description:
Priorities
- Prepare service compliance reports for origin stations and country operations.
- Handles supplies inventory monitoring, ordering, receiving, dispatching for Philippines’ operations .
- Handles daily supplies request of clients (companies).
- Handles customer service functions at fedex business center – product inquiries, price quotations, package acceptance, cash handling.
- Supervise and ensure all daily inbound and cage shipments are released on time.
Routines
- Performs basic clerical tasks.
- Operates office equipments.
ASSET VERIFER-TEAM LEADER GMA AREA. GLOBE TELECOM
Globe Telecom Tower 1, Mandaluyong City, Metro Manila. April 2012 – May 2013
Job description:
Priorities
- Team leader- GMA area (Metro Manila, Rizal Province)
- Performs asset inventory, tagging of old and new equipments on site.
- Prepare and file Access Letters and Consolidated site equipment report documents.
- Perform weekly Team schedules and site monitoring inventory progress.
- Oversee day to day operations of GMA Asset Verifier team.
- Prepare and submit weekly inventory monitoring report.
Routines
- Performs basic clerical tasks.
- Operates office equipments.
ADMINISTRATIVE ASSISTANT.  EASTSIDE MARKETING SERVICES
Quezon City, Metro Manila. January 2009 – March 2012
Job description:
Priorities
- Evaluate and assess clients’ documents based on bank criteria.
- Duties includes Marketing. Handing out flyers during saturation. Answering telephone inquiries.
- Performs data entry / encoding of clients’ records.
Routines
- Performs basic clerical tasks, such as systematically arranging application forms, and other indexed documents.
- Operates office equipment and completes general office work.
CUSTOMER SERVICE REPRESENTATIVE.  MARY KAY PHILIPPINES
Makati City, Metro Manila. December 2006 – August 2007
Job description:
Priorities
- Duties include receiving and placing telephone calls.
- Maintains solid customer relationships by handling their questions and  concerns with speed and professionalism.
Routines
- Performs basic clerical tasks, such as systematically arranging order forms, and other indexed documents.
- Operates office equipment and completes general office work.
INVENTORY CLERK.  RECORDS SAFEKEEPING, INC.
Taguig, Metro Manila. February 2004 - July 2005
Job description:
Priorities
- Duties include receiving and placing telephone calls.
- Maintains solid customer relationships by handling their questions and concerns with speed and professionalism.
- Responsible for encoding of in-coming, and out-going, & in-house retrievals, as well as those for disposals.
Routines
- Performs basic clerical tasks, such as systematically arranging order forms, invoices and other indexed documents.
- Operates office equipment and completes general office work.
SALES  EXECUTIVE.  E-GRAINS TRADING
Mayamot, Antipolo City. June 2003 - September 2003
Job description:
Priorities
- Duties include receiving and placing telephone calls.
- Maintains solid customer relationships by handling their questions and concerns with speed and professionalism.
- Responsible for handing out price quotations to clients, such as schools, restaurants, and hotels.  
- Do follow-up calls for additional orders from regular clients.
Routines
- Performs basic clerical tasks, such as systematically arranging order forms, invoices and other indexed documents.
- Operates office equipment and completes general office work.  
TUTOR  /  LIAISON  OFFICER.  ESCUELA FILIPINA
Dasmariñas, Cavite. July 2001 - May 2003
Job description:
Priorities
- Provide academic assistance to assigned tutees, either in a group or individually.  
- Responsible for maintaining records on each student who is being tutored, including follow-up and periodic assessment.
- As liaison officer, responsible for securing business permits, licenses and other pertinent documents.
Routines
- Performs basic clerical tasks, such as systematically arranging application forms, invoices and other indexed documents.
- Operates office equipment and completes general office work.  
EDUCATION    
College:    
UNIVERSITY OF THE EAST - Manila
Course:    
BSBA - MANAGEMENT
SKILLS            
Knows basic Accounting, Typing skills 30 words per minute. Computer literate: MS Office: Excel, Word, Power Point, Internet, E-Mail.
PERSONAL PROFILE        
Date of Birth
October 10, 1973
Gender

Male
Civil Status
Single
Height

5’ 7” (170.18 cm)
