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POSITION DESIRED: Service Crew/ Data Entry Clerk/ Office Assistant

WORK OBJECTIVE

I am seeking an opportunity to work in a position which provides me with greater challenges and responsibility that will enable me to apply my knowledge, improve and develop my administration and office skills with the ultimate aim being to attain a management or supervisory position with a respected and reputable organization.

SUMMARY OF QUALIFICATION

· Exceptionally fast learner - eager to learn and develop knowledge and experience.

· Organized and detail-oriented - a keen eye for details.

· Able to follow direction and meet new challenges.

· Good in developing interpersonal skills - open minded and insightful.

· Very dynamic, analytic-al, articulate, accurate, and flexible.

· Strong writing abilities - encoding.

· Dedicated to learn and improving skills; able to quickly learn new ideas.

· Handyman- knack for working.

PERSONAL INFORMATION

	Civil Status
	: Married
	Date of Birth
	: 26 January 1979
	

	Citizenship
	: Filipino
	Religion
	: Roman Catholic
	

	Visa Status
	: Visit Visa     
	Expiry Date
	: 24 April 2015
	


EDUCATIONAL BACKGROUND

Bachelor of Science in Commerce

Major: Business Management

Universidad de Zamboanga, Zamboanga City, Philippines 2005

Certification:

Career Service Professional, Philippines 2003
WORK EXPERIENCE

Documents Controller/Assistant Accounting Clerk





O.M. Lopez-Design Consultant

Makati, Philippines 

March 2013 to December 2014

Job Responsibilities:

· Reports directly to the Project Manager

· Ensure that proper document control support is given to all projects

· Implements the document control management system

· Generate and maintain each project’s master document registration ensuring daily update

· Produce and maintain documents/correspondences properly and on time

· Ensure all documents provided is as per company, client and quality requirements

· Creates document control and correspondence folders for individual projects

· Ensure all documents are provided with transmittals where appropriate

· Take charge of the proper documentation of all the documents whether in-coming or outgoing

· Provides assistance in preparation of tender documents for industrial projects

· Custodians of all records, papers, documents that may come into possession by the superior officers, perform other duties that may be assigned from time to time.

Jail Officer I











December 16, 2005 - February 2013

Bureau of Jail Management and Penology

DILG, Mindanao Ave. Quezon City

Philippines
   

Job Responsibilities:

· Provide security, supervise, and monitor in the rehabilitation of inmates awaiting trial.

· Escort inmates from jail-court-jail attending trial.

· Registering all incoming and outgoing documents.

· Process documentation in electronic format as well as hard copy.

· Filing of all transmittal and correspondences.

Document Controller / Computer Encoder




Government Community Relations Office

Zamboanga Sibugay Capitol, Philippines

January 2004- November 2005

Job Responsibilities:

· In charge in daily maintaining & Updating data bases and setting up filling systems for data/record both internal and external to enable document easy tracking.

· Typing and collating of information and documentation including letters, Memo’s reports, PowerPoint presentation and excel spreadsheets etc.

· Control all documentation transmitted in accordance with project specifications. Also includes compilation of documents for set of submittals for submission to other department/offices.

· Assist Head of Department in checking records to ensure it have been filled correctly and those goods meet specifications before sending to other departments/offices for approval.
· Maintain an up to date knowledge of implement systems and potential improvement / modifications.

Storekeeper/Production sorter & packer








  



Oriental Tin Can Factory

San Jose Gusu, Zamboanga City, Philippines

July 2003 - December 2003

Job Responsibilities:

· Receives and inspects all incoming materials and reconciles with purchase orders; processes and distributes documentation with purchase orders; reports, documents and tracks damages and discrepancies on orders received.
· Fills supply requisitions; assists buyer to order adequate merchandise and supplies.
· Receives, stores, and supply register.
· Receives and stores documents and maintains record of approved document. 
· Ships canceled and damaged items back to vendors as appropriate. 
· Handles and documents storage and transportation of hazardous materials. 
· Maintains the warehouse, records area and stores area in a neat and orderly manner. 
· Answers questions regarding procedures and resolves discrepancies regarding receipts, deliveries, warranties, repairs and surplus property. 
· May serve as a lead worker to other classified staff in the area.
· Report directly to the supervisor.
Inventory team/Warehouse Clerk






Pepsi Cola Philippines Inc.

Mercedes, Zamboanga City, Philippines

April 2003 - June 2003

Job Responsibilities:

· Ensuring that incoming stock is unloaded and stored correctly and safely in the warehouse. 

· Monitor incoming and outgoing stock for obvious faults or defects and report to a supervisor or senior manager.

· To check orders against original purchase documents and ensure that shipment contents are double-checked for accuracy. 
· Monitor and check drivers and other transport workers to ensure that orders are delivered. 
· To examines items in inventory for defects or damage, and reports directly to the warehouse manager.
· To check receives and count items in a warehouse inventory and records the data into the database. 
· To maintains the warehouse and all tools and equipment in the warehouse to keep in order and in compliance with federal, state and local safety rules.
Service Crew/Delivery Driver

Chinito’s Resto

Zamboanga City, Philippines

March 2000 – May 2002 

Job Responsibilities:

· Responsible for providing courteous and efficient food and beverage services to the guests. 

· To present menu, take order, suggest and recommend appropriately. 

· To attend and respond to guests’ needs promptly and professionally. 

· To present bills to diners, collect payment and give to the cashier, return change or credit card to diners. 

· To perform general housekeeping and cleaning duties, including sweeping, mopping, cleaning glasses, furniture & fittings, lying of tables and up-keeping of rest room etc. 

· Any other appropriate duties and responsibilities as assigned

· Drive delivery van and motorcycle and delivering the orders timely.
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