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CAREER OBJECTIVE
Experienced in Office Administration and safety standards. Possessing a passion for delivering a satisfactory performance to a client and surpassing the mindset for exceeding targets.  Seek varied role that will allow me to consolidate both my education and professional background, expand my knowledge and provide opportunities for personal and professional growth.
SKILLS AND QUALITIES:
· Sound experience gained within trade, risk assessment and customer service.
· Ability to work under pressure and consistently meet deadlines.
· Strong organizational, analytical and research capabilities.
· IT Skills:  advance user of MS Excel, SAP, Oracle, spreadsheets and Lotus Notes Application.
· Bookkeeping, Account encoding, Journal Entries, Invoicing & Document filling.
· Computer Literate, Good in Microsoft Office Excel & Word Etc.
· High standard and have good experience in business correspondence.
· Proven ability to resolve problems swiftly and independently.

· Demonstrate the ability to maintain confidentiality and handle office politics.

· Institute a team environment in order to achieve the highest rate of success for both the manager and the association.

· Knowledge and understanding of scheduling, payroll, collection, budgets and reports.

· Excellent communication, negotiation and interpersonal skills - at all levels

· Knowledge in basic first aid and environmental safety, health compliance
· Affiliation: Emergency Care and Safety Institute

EDUCATIONAL BACKGROUND
Bachelor of Science of Commerce

Major in Management
University of Cebu
Cebu City, Philippines

2002-2006

WORKING EXPERIENCE
Administrative Officer II
Primary Structres Corporation
Cebu, Philippines
October 2010 - October 2014
· Monitor and encode rank and file daily time record.
· Support senior - level manager and supervise support staff
· Follow - ups and answer queries of rank and file 
· Greet  and assist company visitors.
· Answering telephone calls, 
· Coordinate events, meetings and other work functions
· Assist in preparing and processing expense reports, invoices and account payable
· Daily monitoring of Cash transaction and reimbursement of petty cash.
· Handle confidential and proprietary information with discretion

· Maintain on-call work schedules of field personnel

· Fill in for customer service representative duties when needed.

· Ensure operation of equipment by completing preventive maintenance checkup, calling for repairs and inventories of equipment.

· Maintains supplies inventory of materials by checking of stocks, placing and expediting orders and verifying receipts of materials and transmit to accounting division.
· Processing legal permits for government compliance and permits as needed.

· To increase health and safety awareness at all site premises.

· Support the company's safety culture and adhere to all safety rules policies and procedures.
· Strive for continuous improvement for the work group and share best practices with others
SALES SUPERVISOR
SM Department / SM Group of Companies
Cebu, Philippines
May 2007 - September 2010
· Prepare reports monthly, quarterly and annually.
· Contribute in planning to achieve high efficiency in administration and operation.
· Maintain inventory and ensure items are in stock
· Manage retail staff, including cashiers and people working on the floor
· Generation of semi-monthly Sodexho and Gift Cheque Redemption Report.
· Ensure merchandise is clean and ready to displayed.
· Performs month end reporting procedures, such as product analysis, performance appraisal and initiating corrective actions.
· Coach, counsel, train and discipline employees
· Handle customer questions, complaints and issues.
· Maintain store's cleanliness and health and safety measures
· Keep up with fluctuating supply and demand

· Checking of Final WSR against Sales Uploaded in Retail Ideas (RI).
· Presides over staff meetings, organize and distributes schedules
· Identify current and future trends that appeal customers
· Utilize information technology to record sales figures, for data analysis and forward planning.
PERSONAL INFORMATION
Nationality


: Filipino
Age



: 29 years old
Gender



: Male
Birth date


: November 20, 1985
Birthplace


: Cordova, Cebu
Civil status


: Single
Religion


: Catholic
Height



: 5’8
