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 Qualifications:

· B.S. Commerce Major in Management
· Clerk 

· Data Encoder
· Housekeeping Supervisor
Objective:

TO ACHIEVE CHALLENGING POSITION IN A REPUTED FIRM WHERE I CAN WORK FOR THE  BENEFIT  OF  THE  ORGANIZATION  WHICH  WILL ALSO  ENSURE MY  CAREER GROWTH.
Work Experience:
· Prince Sultan Military Medical City
Riyadh, Kingdom of Saudi Arabia
Term



:
January 2010 till February 2013
Position 


:
Housekeeping Supervisor
Duties and Responsibilities 

· Assigns workers their duties and inspects work for conformance to prescribed standards of cleanliness
· Investigates complaints regarding housekeeping service and equipment, and takes corrective action
· Obtains list of rooms to be cleaned immediately and list of prospective check-outs or discharges to prepare work assignments
· Coordinates work activities among departments
· Conducts orientation training and in-service training to explain policies, work procedures, and to demonstrate use and maintenance of equipment
· Inventories stock to ensure adequate supplies
· Preparing monthly reports
· Armed Forces and Police Saving and Loan Associations, INC
Mulye Loney, Iloilo City Philippines
Term



:
February 2008 till October 2009
Position 


:
Front Desk / Clerk
Duties and Responsibilities 

· Getting information for a new loaners applicant
· Data encoder
· Communicate with customers, employees, and other individuals to answer questions.
· Answer telephones, direct calls and take messages
Microsoft offices:

· Microsoft office excel 

· Microsoft office world

· Microsoft office PowerPoint 

Personal Details:

· Date of Birth


:
August 26,1978 


· Sex



: 
Male



· Civil Status


:
Single
· Nationality


:
Filipino



· Visa status


:
 Visit Visa,
·  Expiration date

:
Extendable 
· Languages Known

: 
English, Arabic & Tagalog
Educational Background:
· Vocational


:
Southern Iloilo Polytechnic College
Miagao, Iloilo City Philippines

2000-2001
· Course



:
Computer Programming
Undergraduate Proceed to-
· College                      

:
University of Iloilo



Iloilo City, Philippines 




2001 – 2008
· Course



:
Bachelor of Science in Commerce
Major in Management
· Secondary


:
Southern Iloilo Polytechnic College
 

Miagao, Iloilo City, Philippines


1993 – 1997
· Primary



:
Valencia Elementary School
Maninila, Miagao, Iloilo City, Philippines







1988 – 1993
