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	OBJECTIVE

	
	I seek a challenging position in the field of Administration/Accounts where I can be able to share my knowledge and skills for the benefit of the company's growth and development. 

	SKILLS

	
	· Excellent in oral and written communication (English)

· Organization and time management 

· Expertise in resolving escalated customer service issues, proven ability to reach goals, strong organizational and analytical, excellent customer service, detail-oriented

· Knowledgeable in ERP-Tally System, Merchandise Management System(Retail; Accounting, Merchandising and Enterprising 

· Adept in Microsoft Office Systems (Microsoft Word®, Microsoft Excel®, Microsoft PowerPoint®, Microsoft Outlook®,)

	Work experienceS

	
	Amzan Neon LLC./Amzan Middle East LLC. 
May 05, 2008 – May 20, 2015
Position Held: 

1. Administration Assistant:
· Provides customer service through attending phone calls inquiries, email inquiries, visitors and guest inquiries – assisting them by providing the knowledge that would guide or lead them in such a way when clients are asking the company products and services. Refer them directly to Sales executive or Supervisors or Sales Manager when it is not in accordance of my knowledge to support them details 

· Keep company records and files 

· Received emails and disseminate the information to the concerned person in the company

· Prepares business correspondences - letters, writing memos, warranty certificates, completion certificates 

· Coordinate to client for the permissions, certificates necessary for undertaking the job.  Few examples are Municipality Permissions-advertising permits, RTA permits; arranging undertaking letter or requesting permit to work from the concerned establishments; and other requisites that are related to our company services

· Ensures confidential company documents and correspondence are delivered timely

· Prepares Delivery Note Details , purchase orders and project quotations 

· Establishes, maintains, and updates files, database, records, and other documents like Insurances and Policies and Company Certificates
· Performs other related duties as required by the supervisor and managing director.
2. Accounts Assistant – Accounts Receivable/Payable
Accounting Responsibilities:
· Operate Tally ERP  

· Follow-up outstanding payments of client
· Generates client’s statement of accounts 
· Coordinates with the client’s finance team in sorting out payment issues
· Prepares and maintains record of invoices-responsible for arranging the submission of invoices to each client through assigned person in the company who is assigned to handover to clients. 
· Maintains record of outstanding/payments receivables and follow up to them on the bases of payment terms or as upon successful completion of the project 
· Prepares and maintains sales record on daily/weekly/monthly bases
· Responsible for arranging the delivery of invoices as well as arranging collection of payments 

· Receives payments by cash or cheque

· Maintains payment received records 
· Prepares cheque payment and release to Supplier as per the advice of Account’s Supervisor
Merchandise Planning and Control Analyst

LCC Group of Companies-(Retail), Philippines

October 2004 – August 2007

System Handled: Merchandise Management System(JDA System-MMS)
· Analyzes and interprets the sales and other data generated from the system as requested by the clients for business review and analytical study

· Ensures and analyzes merchandise off-take in terms of saleability based on sales targeted plans

· Actively interacts with clientele during meeting and store visitation.

· Handles merchandising sales projection for the assigned category

· Prepares any form of sales report as per the clients request

· Answers questions and inquiries from clients related to the report being made

· Handles merchandise inventory, price and cost adjustment

· Performs other jobs as assigned by the immediate superior/MPC manager

Category Buyer

LCC Group of Companies, Philippines

August 2001 – October 2004 

· Evaluates, recommends, formulates, develops/implements merchandising plans and strategies for effective merchandising operation to achieved targeted sales, goals and maintain efficiency and effectiveness of merchandising operation

· Ensures timely procurement of merchandise and effective lay-out plan for displaying product in the store to achieve maximum exposure for sales

· Works closely with Merchandise in-charge to gather information on market and price trend and stock level

· Entertains agents or vendors and facilitates procurement of merchandise

· Ensures and analyzes merchandise off-take in terms of saleability based on sales data and customers feed back as basis for price revision or repeat order

· Responsible for coordinating to supplier about the purchases made for new introduce product as well as the repeat order

· Responsible for monitoring the inventory and stocks


	Education: 

Tertiary:

Bachelor of Science in Business Administration

Bicol University, Philippines 

Attended Year: 1997-2001 

Associate in Computer Programming 

Polytechnic Institute of Tabaco, Tabaco City Philippines

Attended Year: 1995-1996

Personal Information

	
	


    Age:
       37
    Date of Birth:     21 December 1977

    Nationality:
       Filipino

    Civil Status:
       Single


