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OBJECTIVE

To be involved in work where I can utilize my skill and creatively involved with a system that effectively contributes to the growth of the organization.
CAREER SUMMARY
A highly competent, flexible, innovative, resourceful and enthusiastic individual with profound understanding of general management ,office administration, and employee and database management,. Well-organized and proactive in providing timely, efficient and accurate administrative support. With proven leadership skills involving managing, developing and motivating  teams to achieve and/or exceed their goals. Adaptable in a complex and busy environment with proven ability to create innovative ideas and solutions to problems, and able to contribute to business development.Currently seeking for career advancement opportunities with a prestigious company that will allow skills and potential advancement.

PROFESSIONAL EXPERIENCE

Saile Industries Incorporated 

Pioneer Producer of Natural Zeolite and Bentonite Products in the Philippines

· Production Manager (June 2010 – October 2014)

· Planned, organized, supervised and implemented manufacturing procedures in accordance with Quality Assurance methods, new process technologies, organizational strategies and quarterly/annual budgets.

· Monitors and coordinates plant operations, and assures mill yield, production, and quality to meet plant needs.
· Maintains necessary mill documentation required for tracking production, quality, and equipment.
· Manage necessary spare parts, predictive and preventive maintenance programs of equipments to support efficient operations.
· Working knowledge of all equipment, systems and processes.
· Manage sales, freight, and reports production activities directly to the Company President.
· Ensures and maintains safe work environment during and after the operation.
Aleckxa Educational Supplies

Sub-distributor of Primary and Secondary School Books in Region IV-A, Philippines

· Sales Representative (September 2008 – May 2010) 
· Provides professional customer servicing through regular coverage.
· Accurate and up-to-date customer record keeping.
· Provides fast and efficient servicing of customer’s requirements and proper management and maintenance of inventory levels to minimize stock outs.
· Establishing new accounts for sales growth as well as maintaining good relationship with current accounts.
Saile Industries

Pioneer Producer of Natural Zeolite and Bentonite Products in the Philippines

· Administrative Assistant (April 2004–March 2008)

· Proactively identifies and addresses issues that will affect on-going business effectiveness.

· Performed various secretarial/clerical duties such as documenting, photocopying, faxing, mailing, and organizing filing system.

· Interacted with organizational staff, executives, clients, vendors and visitors on a daily basis.

· Organized the scheduling of meetings, conferences, and events; distributed minutes for them.

· Coordinated agendas for meetings with visitors and clients– arranged guest and travel accommodations..

· Maintained the office database – retrieved and organized information for individual employees and clients.
· Established and implemented administrative policies and procedures for the office.

@21 Trading
Sub-distributor of P&G, Unilever Philippines, Uni-President, Lamoiyan Corporation, URC products in Malabon City, Philippines
· Booking Salesman (February 2002 – January 2004)
· Gathering market and customer information.
· Negotiating variations in price, delivery and specifications with clients.
· Recording sales and order information and sending copies to the Manager.
· Gaining a clear understanding of customers and requirements.
· Making accurate, rapid cost calculations, and providing customers with quotations.
Kentucky Fried Chicken (KFC)

SM Cubao Food Court

Cubao, Quezon City, Philippines

· Service Crew (2000 – 2002)
· Greet customers, settle them down and take order.

· Receives food orders from customers.

· Monitors the needs of customers who are served in the outlet.

· Receives stocks to be used in this Kentucky outlet.

· Attends to complaints and needs by those who patronize the outlet.

· Attends to the cleanliness of all the service areas in the outlet; to include, but not limited to, the dining service area, the kitchen, the pantry area, rest room, and lounge.

EDUCATION AND CERTIFICATIONS

· Bachelor of Science in Electronics and Communications Engineering (undergraduate) 1995- 2001

University of the East – Caloocan City, Philippines
· Fire Prevention and Suppression

Saile Industries - Pangasinan, Philippines

KEY SKILLS AND AREA OF EXPETISE
· Computer Skills

· Proficient in MS Office applications (MS Word, Excel, PowerPoint)
· Data Management

· Office Administration

· Customer Service

· Driving
PERSONAL INFORMATION

· BORN 


:     May 7, 1978

· PLACE OF BIRTH 
:     Caloocan City, Philippines

· CIVIL STATUS

:     Single

