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	OBJECTIVES:
	

	Desire to work in an organization where the best use of my talent, knowledge, dedication, hardwork and sincerity can be made. I am seeking a high quality work through challenging assignments, meaningful career growth and opportunities for value and professional development.

	

	SKILLS:
	

	· HR and Administration Supervisory
	· Purchasing

	· Inventory Control
	· Staff Management

	· Excellent Communication
	· Administrative Jobs

	· Staffing and Selection
	· Merchandising

	
	

	EMPLOYMENT HISTORY:
	

	
	

	Finetext Technology
	HR Supervisor / Secretary to the Chairman

	PEZA Cavite, Philippines
	June 01, 2012 –  Sept. 27, 2014

	
	

	Job Description:
	

	· Design and implement office policies
	· Organize office operations and procedure

	· Establish standards and procedures
	· Monitor and record long distance phone calls

	· Supervise office staff
	· Control correspondences

	· Prepare time sheets
	· Liaise with other agencies, organizations and groups

	· Review and approve supply requisitions
	· Maintain office equipment.

	· Update organizational memberships
	· Assign and monitor clerical and secretarial functions

	· Recruitment and selection
	· Provide on the job and other training opportunities

	· Orient and train employees
	· Evaluate staff performance

	· Coaching and disciplining  staff
· Answering calls

· Assisting guests


	· Maintains office staff by recruiting, selecting, orienting, and training    employees.

	
	

	Park Apparel Inc.
	 Purchasing Officer

	PEZA Cavite, Philippines
	July 2011 –  May 2012

	
	

	Job Description:
	

	

	· Checking of balance stocks of supplies.
· Coordinate with Department Secretary
	

	· To control issuance of supplies.
	

	· To negotiate favorable terms, conditions and pricing and to arrange delivery when and where needed.
	

	· Looking for the best combination of price, quality, payment terms and delivery of speed.
	

	
	

	Park Apparel Mfg. Corp.
	Merchandiser

	PEZA Cavite, Philippines
	November 2002 – May 2011

	
	

	Job Description:
	

	· Received of PP package from Korea.
	· Distribution of package.

	· Reporting to Korea regarding actual cons of fabrics and accs.
	· Reporting of DPR in Korea.

	· Communication with vendors.
	· Conducting of PP meeting.

	· Making shipment schedule.
	· Making production line schedule.

	· Follow up of lacking details and accessories in vendor.
	· Checking what styles can be start in production.

	· Checking and control of accessories in production.
	

	
	

	JJ Fashion Corp.
	Warehouse Staff

	PEZA Cavite, Philippines
	February 2002 – July 2002

	
	

	Job Description:
	

	· Received of import accessories and ensure that they are complete and in good quality.
	· Sort incoming accessories.

	· Store items in an orderly and accessible manner.
	· Process incoming requisitions and issue or distribute accessories.

	· Maintain records of orders.
	· Prepare requisition orders to replenish part and supply.

	
	

	Walter Mart Ventures Corp.
	Cashier/ Customer Service Assistant

	Emperor Plaza Cavite, Philippines
	May 2001 – November 2001

	
	

	Job Description:
	

	· Greet customers.
	· Establish or identify price of goods, services or admission and tabulate total payment required using electronic or other cash register, optical price scanner or other equipment.

	· Received and processed payments by cash, cheque, credit card or automatic debit.
	· Wrap or place merchandise in bags.

	· Provide information to customers.
	

	
	

	
	

	EDUCATIONAL BACKGROUND:
	

	
	

	Bachelor in Business Administration
	Polytechnic University of the Philippines

	
	Maragondon Cavite, Philippines

	



	Completed 2001

	Associate in Secretarial Course
	Polytechnic University of the Philippines

	
	Maragondon Cavite, Philippines

	
	Completed 1997

	Certificate in Nursing Aide
	De Ocampo Memorial College

	



	Sampaloc, Manila

	
	Completed 1993

	
	

	PERSONAL DETAILS:
	

	
	

	Nationality:
	Filipino

	Civil Status:
	Married

	Birth Date:
	December 5, 1975

	Languages:
	English, Tagalog

	
	


