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Objective

· To find a challenging and rewarding position in any organization where I can utilize my skills and potentials to the maximum and be beneficial to it. But definitely, it is my passion to seek a position of Receptionist where expertise in greeting customers, answering phone, handling mail will be fully utilized and most probably to become part of the management in reaching out to increase the company’s client base and operational efficiency
Educational Background
· 1999-2004: Graduated as 5th honorable Mention at Calumbaya Elementary School, La Union, Phil.

· 2004-2008: Graduated from a Top Level Class at Baguio City National High School, Baguio, Phil.
· 2008-2012: Graduated with a Vocational Course of Hospitality and Restaurant Service at STI College Baguio

· Internship at Eurotel Baguio City, Phil., as: Hotel Clerk, Housekeeping and Kitchen Department

· Scholarship granted from Baguio City Hall

· Joined Quiz Bees, Chef Express and some other regional competition.

· Had an ESL Training Program (English as a Second Language)

· Joined Leadership, Personal Development and Hotel & Restaurant related Seminars.
· Had a National Certificate for Commercial Cooking
· Best Presenter of (2) Feasibility Studies
Personal & Contact Information Summary
	· Age: 21 year old

· Date of Birth: August 19, 1993

· Place of Birth: Bulacan, Philippines

· H&W: 5’2m; 48kg

	· Papers going in UAE on process



Work Experience

· Baguio City Hall SPES Program
Time Frame: 2 months
Position: Office Clerk
Shift: Morning
Tasks:  
· Handle phone calls, fax machine documents and photo copying of papers

· Compile documents in the office

· Take notes while interview for clients is on going and data encoding for compilation

· Greet and Assist guest through out inquiries

· Texas Instruments, Baguio City Philippines
Time Frame: 6 months
Position: IC Assembler
Morning: Rotating Shift
Tasks:

· Test Micro-chips for variation of gadgets; to be delivered in client later on
· Sorting suitable chips if its working or not


· Pines International Academy Baguio City Philippines 
Time Frame: 2 months
Position: Korean Manager’s Secretary
Morning: Morning

      Tasks:
· Assist Korean Students and Manager for any needs
· Filing and encoding important documents for students

· Update Attendance and fees

· Assist Students thru their dormitory and some other school services

· Collecting payment for their visas and having forward it to accounting department

· Checking and making inventory for the books & office supplies
· Techno Dream Web, Baguio City Philippines

Time Frame: 6 months

Position: HR Staff & Accounting Department Officer

Shift: Morning

Tasks:

· Doing a daily update back track and report for Wholesale operational efficiency
· HR Task (Daily Time Record for Employees; Checking of Attendance, Filing Employees Records, Post Notification, Memos or any reminders for the Employees, Checking papers for interviewees examinations, Doing inventory of office supplies, photocopying and the like)
· Doing a Weekly Compensation and Bonus for Employees

· Summarizing and updating paid, sold and ongoing site

· Computing Pay roll and  Deductions per Cut off


· Syner G Outsourcing Inc., Baguio City Philippines
Time Frame: 2014-up to present (almost a year)
Position: Management Team/ Automobile Account- Call Analyst – QA

Shift: Night Shift

Tasks:
· Doing a Quality Check and analyze processed calls of agents daily

·  Calibrating errors and informing agents about their mistakes
· Presenting an update and common error discovered to the Management and to the account manager from US and other team from designated places 

· Weekly Error Report & Scoring Multiple Non-voice Accounts


· Soul Scent Flower Shop & UFC Taekwondo Gym

Time Frame: Part time Job

Position: Staff

Shift: Part Time/ On-call
Tasks:

· Arranging Flowers as told
· Assisting to set up events (Wedding, Birthdays, Anniversary and the like)

· Handle some inquiries/ Assisting Clients to the manager

· Usherettes for some events

· Checking Gears and Drinks inventories for Gym

· Checking of Student’s attendance hourly

· Assisting inquiries about enrolling Taekwondo/ Handling enrollees

· Maintaining cleanliness of the area


· Other Extra Work: Selling Own Products
Time Frame: Available Time
Position: “All by Myself”
Shift: As requested/ On-call
Tasks:

· Take orders, cook those and deliver it to the client (e.g.,: Catering foods for a party, Mixing drinks, Bake Cookies, Various foods and the like)
· Tutorials for Case Study and Feasibility Studies


I, certify that above all information are true and legal by the law of the Philippines. I must acknowledge that I don’t have specialization, but I am willing to be trained and follow procedures as instructed. I guarantee my employer from my past work experience up to now that I: 

· can handle Multi-Tasking Job
· am responsible, reliable and accountable for any tasks given
· am willing to undergo for any training procedure for designated area
· am honest and loyal to my employer
Portfolio & Reference on Request
