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CAREER OBJECTIVES:

To develop a career in organization that will help to improve my greater sense of professionalism and responsibility towards work and colleagues, and to be recognized as an asset upon doing my jobs gratefully.
PERSONAL SKILLS:

- Mastery of Microsoft Office programs (Word, Excel, and Emails)
- Experienced to work in different types of individual.
- Proficient in most aspects of clerical works, organizing data and filing of documents.
- Self-motivated
- Adaptability
- Responsible
- Hard working and Punctual
- Dynamic and Good learner

WORK EXPERIENCE:
· Vista Mar Beach Resort and Country Club

Angasil Road, DapdapMactanLapu-Lapu City

Position: Membership In-charge

February 19, 2014 – April 06, 2015

Responsibilities:
· Responsible in planning, organizing and implementing directives and activities in line with the standard operating procedure of the club.
· Conducts telephone brigade to follow-up completion of requirements and application of membership.
· Inform and follow-up members to process their permanent membership identification card.
· Inform cardholders the availability of the cards and complimentary room certificate for pick-up.
· Gives information to members of the resort/club activities and important events.
· Remind club members to consume their monthly consumables, especially quarter ending.
· Maintain and updates contact numbers of the club such as email address, cellphone, landline number and fax number.
· Conduct credit and collection to members via telephone.
· Submit daily feedback reports of the members.
· Submits daily credit and collection report.
· Updates accounting office for any changes of member’s data by issuing quick memo properly countersigned by Department Head/General Manager.
· Maintain confidentiality regarding the information of the club member.
· Entertain inquiry regarding membership.
· Prepares acknowledgement letter to all members who send letters through mails, fax or email regarding their inquiries and concerns.
· Produce hardcopy to the members of the board regarding board resolution.
· Prepares club clearance if it is requested from Sta.Lucia or any member who wish to transfer their club share.
· Issues club clearance for members who have no account balance.
· Hello Cebu School Agency

Crown Regency Suites (Korean Winter Camp)

Position: Part English Teacher

January 9, 2014 - February 4, 2014

Responsibilities:

· Present students with English educational materials
· Making lessons that keep students interested in English Education.
· Conduct student’s interviews and assess student English levels.
· Writing student reports or development forms.
· Assign English education homework if requested.
· Keep students engaged in English conversion.
· Most importantly, have fun while you're teaching.
· Teaching English grammar, writing, reading, speaking, and listening skills. It may also include teaching pronunciation and accent reduction.
· Feeder Apparel Corporation

(An affiliate of Sports City International)

Manufactures of branded garments such as Adidas, Underarmour, TNF etc.)

MEPZ1, PusokLapu-Lapu City

Position: Artwork Coordinator

October 06, 2011 - February 2013

Responsibilities:

· Study sample constructions for development & bulk production reference.

· Communicate & follow-up to sub-con those styles that are allocate to them.

· Monitor statuses of styles we are handling from raw materials to output after send it to Customer for approval

· We’re responsible to key-in in Production Management System (PMS) those styles that are approved.
· Responsible also to send mock up to factory & sub-con for production w/ good quality.
· Filings article of Description and other important documents.
· Mactan Doctors Hospital

Basak Road, Lapu-Lapu City, Cebu

Position:Medical Secretary

February 2011 – June 2011


Responsibilities:

· Process of interpreting dictated medical notes and converting them to text. 
· Assist doctors in their needs like preparing apparatus.

· Perform routine administration, issues receipts to patients.

· Data encoding of x-ray results.

· Fast Distribution Corporation

MCIAA Cargo Complex, Pusok, Lapu-Lapu City, Cebu

Position:Teleseller

August 29, 2009 – March 16, 2010


Responsibilities:

· Assist in checking and mailing of invoices.

· Tallying of daily sales collection. 

· Perform routine administration.

· Data entries and filing of Month-end Inventory count.

· Performs the front-desk role of being the first point of contact.

· Receiving all incoming calls from general inquiries and marketing’s dropped calls.

· Attending to visitors and walk-in customers. 

· Take orders by telephone and correspondence from customers and store representatives.

· Updating Customer’s accounts like changing of price plan / setting payment arrangements process and take bill payments.

· Process sales invoices and delivery orders.

· Analyze customers’ demand and replenish stocks timely

· Manage customer relationship through effective follow-up and appropriate resolutions.

· Jollibee Foods Corporation 




G. Ouano St. Alang-AlangMandaue City 

Mandaue City, Cebu

Position: Warehouse Encoder
June 2007 - June 2009

Responsibilities:

· Assist the Teller for proper records of documentation.

· Answering Telephone Calls and attending customer's inquiries.

· Assist in booking of transport for interisland shipment.

· Generate sales invoice.

· Preparing and issuing delivery receipts to each Jollibee branches.

· Responsible for the distribution of office supplies for the usage of warehouse staff.

· Prepare and follow up shipping, payment and collection of documents.

· Coordinate with the delivery staff and drivers to ensure on time delivery of items/stocks.

· Handles interisland documentation and preparing the necessary shipping documents for sea freight negotiations including invoices, packing list, bill of lading, certificates of origin and waybills.

· Olympus Optical Technology 




MEPZ II, Basak

Lapu-Lapu City, Cebu

Position: Production Operator
February 2003 - June 2003


Responsibilities:
· Processing and centering microscopic lens with the use of machines.

· Recording and tallying of NG lens.

· Responsible for recording exact measurements of lenses.

TRAININGS ATTENDED:                                                                                            

· Smart Entrepreneurial Program





University of San Carlos Cultural Center, Cebu City

July 06, 2005

· Human Resource Management Trends and Issues


UCLM – AVR Mandaue City, Cebu

July 07, 2005

· Office Management Skills





UCLM – Audio Visual Room


March 06, 2003
PERSONAL IDENTIFICATION:


Birth Date

: 
December 10, 1983


Birth Place

: 
Opon Maternity House Lapu-Lapu City


Age


: 
31


Sex


:
Female


Civil Status

: 
Single


Religion

: 
Roman Catholic


Height


: 
5'2”


Weight


: 
44 kgs.


Nationality

: 
Filipino

EDUCATIONAL BACKGROUND:


Tertiary

: University of Cebu Lapu-Lapu and Mandaue





  A.C., Cortes Avenue, LoocMandaue City, Philippines





  Course: Bachelor of Science in Commerce





  Major in Marketing




  Year: 2003-2007

Secondary

: Pusok National High School





PusokMatumbo, Lapu-Lapu City





  Year: 1996-2000

Primary

: Mactan Air Base Elementary School





MactanBuenito Air Base, SangiLapu-Lapu City





  Year: 1990 - 1996
	
	
	


