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Education


DIPLOMA, 2004 - 2007


Diploma in E-Commerce Programming  


STI Malolos - San Vicente, City of Malolos Bulacan                                      		 





UNDER GRADUATE, 2003


BS Hotel and Restaurant Management


ABE Malolos  - City of Malolos, Bulacan, Philippines                                      	  


SECONDARY, 1999 - 2003  


Caniogan High School


Caniogan Calumpit Bulacan, Philippines


PRIMARY, 1997 - 1999  


F. Mendoza Memorial Elementary  School


Poblacion Calumpit, Bulacan, Philippines chool name. City. State. Date of graduation.


Employment experience


RECEPTIONIST CUM ADMIN, 2011-PRESENT


Aqua Group LLC.


Dubai – UAE





Handle telephone calls professionally and answer routine questions or route calls to appropriate staff in charge


Arrange for outgoing courier requirements


Maintain the booking of the meeting rooms at the reception and ensure that these rooms are kept neat and tidy at all times after each meeting.


Manage office supplies (pantry, stationery, office equipment)


Ensure mailing materials have been smoothly allocated


Comfortable working with people at all organizational levels


All general filings


Maintaining Company Website.


Organize visas for holiday and business related travel for managers as required.


Arranging Ticket Booking, Hotel Bookings, and Visa Application.


Collect all appropriate documentation necessary for visa and permits required to be processed.


PA to CEO, assistant to accountant, Designing Business card, flyers, catalogues and etc


Prepare presentation to sales & marketing team


Sales coordinator, raise quotation, invoice, packing list and other supporting documents


Preparing inventory reports, handle logistic requirements etc…
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Software





MS Word, MS Excel, MS Outlook, MS Visual Basic 6.0, MS PowerPoint, HTML, Adobe Illustrator, Adobe Flash, Adobe Photoshop CS edition, Peachtree for Accountant, Internet Surfing.





Languages





English : Second language


Tagalog : First language








Professional Profile





Date of Birth	 -	 14/11/1986


• Marital Status	-	 Single


• Nationality 	-	 Filipino


• Visa Status 	-	 Residence


• Availability 	-	 Immediately








Career summary 





An articulate and highly presentable professional who is more than able to deliver a focused HR administrative support service to work colleagues & job applicants alike, focused and pleasant individual with organizational skills, extreme professional backgrounds that'll help me utilize. Past experience includes exposure to client facing roles, administration. I’m patient, open minded and hard worker, honest, flexible, quick learner & hard-worker with leadership skills, dynamic personality. Possesses extensive experience of having worked in a Administration and HR environment and on specialist HR software, can work as a PA to the CEO, assisting the accounts department, Sales Department and Marketing Department. Who has thorough knowledge of Equality and Diversity issues, and will always do his utmost to promote positive values throughout the recruitment process. Right now I’m looking for a suitable position with a company that is looking to employ hardworking and talented individuals. 














SALES ADMINISTRATIVE ASSISTANT, 2009 - 2010


Red Company


Manila – Philippines





Records, computes and prepares statement of accounts of clients.


Orders and maintaining products supplies.


Handles all sales inquiry calls and orders.


Coordinates with the textile supplier overseas.


Coordinates in deliveries and shipments.


Assisting the Sales Manager with sales database and other clerical projects.





BRAND AMBASSADOR, 2008 – 2009


The Enterprise


Manila – Philippines 





Promotes the product by giving free samples and encourage the consumer to buy the product.


Creates brand awareness by educating the customer the benefits of the product.





SALES DEMO (CONSIGNOR) 2007 - 2008


Macro Global Trade


Manila – Philippines





Worked in the sales and marketing department and assisting the sales manager efficiently


Handled other clerical duties of the department like preparing reports and statements.


Dust and clean merchandise, fixtures and shelves, and maintain display lighting, etc. Conduct periodic inventory in accordance with standard procedures.











Skills


HR ADMINISTRATIVE SKILLS


Promotes equality, inclusion and antidiscriminatory practice.


Developing staff training material.


Knowledge of the entire employee lifecycle.


Arranging leave documentation for departing members of staff.


Maintaining employee information. 


Careful when handling private and confidential employee information.


Upholding outstanding levels of administrative and operational standards. 


Carrying out research into job roles and then writing up conclusions.


Using a high degree of tact and discretion when dealing face to face with employees.


Liaising & negotiating with recruitment agencies.


Able to work quickly & competently on tasks.





PERSONAL SKILLS 





Being positive in challenging and complex situations. 


Career-minded and professional at all times. 


Ability to build relationships. 


Excellent verbal & written communication skills. 


Ability to multi task in an ever-changing environment. 


Setting HR Key Performance Indicators. 


Challenging inappropriate behavior & practices. 


Strong sense of responsibility and desire to get things done properly. 


Can work to tight deadlines.





Seminars Attended 





Barcoding Technology with Visual Basic Programming


		( STI College Malolos / March 31, 2006)


		


Web Page Design using ASP Technology


		( STI College Malolos / March 19, 2007)























Areas of Expertise


( Administration


 ( HR Assistant


( Organizational skills 


( Payroll legislation 


( Diary management 


( Planning ahead 


( P A to CEO


( Reception 


( Secretarial


( Graphic Design



































