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Career Objective
To seek greater opportunity where I can hone my expertise in administrative functions, prioritizing reports, and making efficient use of new concepts and technologies. My experiences in the Asia Pacific region has equipped me with necessary skills to be resilient, enthusiastic, professional, dedicated, and to value proper teamwork and work ethics.
Career Path and Job Responsibilities
ADMINISTRATIVE AND OPERATIONS HEAD
February 2012 – March 2015
Shoemart, Inc– SM Group of Companies
· Team lead of shoes, bags, and luggage business unit
· Managed correspondence with head office for merchandise concerns
· Generated daily, weekly, and monthly sales and merchandise reports 
· Generated quarterly and annual business plans and operational strategies
· Evaluated manpower schedules and ensuring sufficient manpower on board
ADMINISTRATIVE EXECUTIVE
June 2010 - February 2012
My Gorgeous Haven Boutique
· Handled HR and administrative operations
· Monitored and administered online existence of the brand
· Generated weekly and monthly sales and merchandise monitoring
· Developed in-depth understanding of the market trends and needs.
ACCOUNT EXECUTIVE (for Sales and Admin)
16 February 2009 -June 2010
Wide Wide World Express Corp, subsidiary of DHL Philippines 
· Maintained good relationship with corporate clients through sales calls and market updates
· Coordinated with shipping companies, both air and sea, for volume shipments
· Generated weekly and monthly reports on corporate transactions
· Prepared annual business development plans for growth and productivity
· Assisted in customer service and counter operations when the need arose
ASSEMBLY AND QUALITY-ASSURANCE CONTROLLER
May 2007 – July 2008
Yamahiro Colds Company, Inc
· Conducted quality check on all products before packing
· Ensured correct labels and tags before sending to warehouse

ASSEMBLY AND QUALITY-ASSURANCE CONTROLLER
November 2005 – April 2007
Tempearl Inc
· Assembled and packed industrial products for international market with ISO standards
· Conducted efficient and quality service to check voltage regulations of the machines
· Assisted marketing officer to translate company procedures from Japanese to English
TECHNICAL SUPPORT REPRESENTATIVE
August 2003 – April 2004
PeopleSupport Philippines, Inc
· Handled technical support through email and voice calls for a specific USA client
· Administeredcustomer service queries regarding services and connection for dial-up, dsl, and cable connections
Certifications and Trainings Attended
Customer Experience Management (September 2014)
A specialized offsite workshop conducted by Mr. Luis Ma. Villena, Managing Director of Cynergy Systems, on introspection and further understanding of internal and external stakeholders.
Leadership Summit: A Leader's DNA (March 2013)
An inspiring workshop for leaders, conducted by Ms. Anna Marie Belmonte
Personal Finance Management Training (March 2004)
A lecture on proper budget planning whether in the  workplace.
Time and Performance Management Training (November 2003)

A lecture concentrating on maximizing a person’s potential in time management while emphasizing in the performance quality.
Strengths
· Highly motivated, committed to professional development, efficient, and results-oriented with the ability to handle multiple projects and deliver quality tasks
· Strong analytical and human resources skills with the ability to manage a group of people to be holistic, effective, and productive individuals
· Flexible, resilient, trustworthy and can function excellently in a multicultural setting
Education and Professional Qualifications
Bachelor of Science (March 2003)
Major in Management Information Systems
Ateneo de Manila University
Test of English for International Communication (TOEIC) (November 2003)


(Rating: General Professional Proficiency)
Career Service Professional (May 2003) by Administered by the Philippine Civil Service 

Commission (Rating: 87.57%)
Personal Information

Birthday
: 10 September 1982

Nationality
: Filipino

Visa

: Visit 
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