Nationality
   : Filipino













Career Objective


To apply for any available position in your company, where I can utilize my talents and skills I acquired from my long years of experiences in the field of Office Administration, Operations, both in my home country.

Relevant Experiences

May 05, 2011 - May 10, 2015



      Davao Central Warehouse Club, Inc.








      Lending Department








      Philippines

Assistant Operations Manager/ Document Controller
Job Description:
Sales Experience
· Formulate Strategies on how to generate Sales.
· Conduct Quarterly Visit and promote Financial Offers to clients

· Train Branch Employees on how to Generate Sales.

· Entertaining queries of the Customers from Branches.

Documentation
· Responsible for scheduling and conducting minutes of meetings During Department meeting and forward to all person involved.
· Responsible for Scanning Loan Applicants.
· Responsible for Submitting Weekly and Monthly Reports to Top Management.

· Budgeting of Monthly / Yearly Quota for Sales and Collection.

· Update Weekly Branch Bank Balances.

· Weekly and Monthly Reporting for Performance Evaluation of Branches.

· Review Monthly Performances Evaluation per Branch Employee.

· Set Monthly Incentives for Branch Employee base on Performance Evaluation.
· Database backup thru MYSQL Database.
Administrative
· Approving Officer for Loan to be release.
· Troubleshoots Interdepartmental issues such as: Accounting Department, Operations, Legal, and I.T Department.
· Responsible for Evaluating Aspiring applicant.

· Provide proper training to newly hired employees. 
· Review and filter new system installed done by IT/Programmer.

· Facilitate Monthly Back up of Data into Hard Drives.
· Scheduling Weekly Meetings for Different Departments in the Organization.
· Filing Documents that are final for Policies.

· Monitors Branch Employees thru Branch thru Branch Call on Daily Performance on Sales and Collection.
Accounting/Auditing
· Weekly Cash Count of Department Petty Cash Fund.

· Audit Collection vs. Deposit Monthly and Weekly

· Check Bank Balances.
· Auditing Operating Funds(Release vs. Voucher)
April 2010 – May 2010



Department of Trade and Industry (XI)








Monteverde St.

Philippines

Administrative Trainee
On The Job Trainee
Job Description:
· Disburse Documents to different department.
· Assist to facilitate meetings conducted by DTI- XI.
· Sorting of Documents needed in Conferences.

· Answer Phone Calls and forward to appropriate Department

Educational Profile
(2010– 2011) University of Immaculate Conception, Davao City, Philippines 
Bachelor of Science in Business Administration major in Financial Management
 Special Talent Award
Key Competencies
· Resourceful in the completion of projects, effective at multi-tasking.

· Well organized and Systematic

· Solution oriented team player

· Great Attention to detail

· Skills in MS Word, Excel
· Can effectively lead group of people

· Documentation Skills

Personal Profile

Date of Birth
:  September 28, 1991


Age

:  23 years old


Sex

:  Female


Religion
:  Christian


Marital Status
:  Married
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