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Career Objective

To attain a successful career in a reputable company which I will be enable to perform my work duties and responsibilities according to company’s set standards.

Personal Information

Nationality
Filipino

Birth Date
July 20, 1979

Place of Birth
Kalibo, Aklan, Philippines

Height

5’2”

Work Experience
2014 – Present

Air Moving G1 Logistics Corp, Logistics & Inventory Admin. Assistant



Processing orders using (SAP) System Applications Products




Organizing the dispatch and delivery of goods

Performs administrative and office support activities. Duties may include telephone calls, receiving and directing visitors, word processing, creating spreadsheets and presentations, and filing. Extensive software skills are required, as well as Internet.
2012 – 2013

Intericad Philippines  Makati, Sales Coordinator



Answering Inquiry regarding T5 and I7000 Software.



Scheduling and preparing presentations for T5 and I7000 to the client




Maintaining business communications with clients before, during and after the sales.

2011– 2012

Unli Travel & Tours Co., Assistant Manager
Responsible for effective planning, coordinating, organizing and decision making to 
attain desirable profit making result. Review financial statements, sales, activity report
 and other performance data to measure productivity and goal achievement.
2009 – 2011

Ajina Kitchen-Kudamatsu Japan, Food Service Supervisor



Supervise food preparation systems and serve dishes properly to customers. 

Provide training and supervise and efficient working of kitchen staff and evaluate same. Ensure client satisfaction for services and provide high quality service. 

2006 – 2008

Empress Photography, Secretary




Managing databases, keeping records and filing, answering telephone calls and 




setting up appointments. Keeping track of bills and invoices.
2004 - 2005

Personal Care Exchange-Ayala Town Center Alabang, Cashier



Receive and disburse money in the establishment, involved in processing 



credit card transaction and validating checks.

2002 – 2003

Fridays – Boracay Aklan, Front Desk Receptionist



Assign rooms and issue room keys, check with the housekeeping departments that 




rooms are ready for occupation. Note requests for wake up calls, transport 




arrangements and other.

1999 – 2000

G. Cosmos Phils.-Richville Corporate Tower Alabang, Telemarketer



Selling products and services to the customer. Follow-Up Calls.

1998 - 1999

California Manufacturing Company-Las Piñas, Data Encoder






Entering Data, operate office equipment and performs administrative tasks 




such as filling out paperwork and maintaining records and files.

Trainings and Certificates

· Certificate of Competency (Performing Data Encoding Work)
· Assessed under the TESDA Occupation Qualification and Certification System

· Certificate No. 051316048179 issued on April 16, 2005

· Certificate of Eligibility (Data Encoder)

· Civil Service Commission Quezon City

· Certificate of Eligibility No. 26130485 issued on May 19, 2005

· Certificate of Achievement (Amadeus Corporate University)

· Amadeus Basic Course (November 29 – December 1-2, 2011)

· Certificate of Training

· Via Philippines Platform Training Programme
· Issued on February 04, 2012

Skills

· Fluent  in English, Japanese and Filipino Language 
· Can read and write in English, Japanese and Filipino

· Proficiency  in Microsoft Word, Excel, Power Point and Web Application
· Typing skill of fifty words per minute

· Can operate office equipment

· Can perform any task with minimum supervision
Education

1996-1998
System Technology Institute (Las Piñas, Philippines)



Computer Secretarial (Associate Diploma)

1992-1996
Las Piñas Municipal High School (Las Piñas, Philippines)

1986-1992
P. Burgos Elementary School (Manila, Philippines)

