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Profile Summary;
· Five month work experience in Startek Global Communication as Outbound agent.

· One year and Seven month work experience in Medicus Inc. as Billing and Receptionist.
· Nine month work experience in Globe as Project Specialist Coordinator (Seasonal).
· Four year work experience in Mang Inasal as Overall In charge and Shift Manager.
· Two year and Four month work experience in Cosmetics Revelation as Sales Supervisor.
· Related computer literacy ( MS Excel, MS Powerpoint, and MS Word).
· Willing to learn and innovate with things and so with the new technology.

· Good analytical communication skills, excellent in customer service.

· Proficiency in English Speaking and Writing.

· Dynamic and self-motivated.

· Sufficient experience in Personnel Management and Sales.

· Very approachable and easy to deal with other people.

· Honest and trustworthy person who has the heart in every work rendered to the employer with less supervision on the assigned task. 
Professional Experience;
SECRETARY CUM RECEPTIONIST, AMWAY GEN. ELEC. TRADING LLC (DUBAI)
April 2015– up to present

      -     Answering phone calls and outside calls for enquiry

      -     Inquire And searching through net for the tender

     -    Preparing documents to submit for Biding in other companies

      -    Sending Request for Quotation enquiry through online 
      -    Assist my boss for his needed like online booking, and etc.

      -    Paper works and documentation

SALES SUPERVISOR, COSMETICS REVELATION CORP.
October 2012 – Feb 2015
· Motivates and supervises the Beauty Consultants making sure they meet the sales quota.
· Properly monitors the work progress of the Beauty Consultant sees to it that they comply with company rules and regulations.
· Collects the purchase order, daily sales report, monthly inventory summary and pull-out request prepared by the B.C and makes sure that all reports submitted to the different departments are accurate and correct.
· Gives permission for change day-off, overtime work of the BC.
· Makes sure that all of the outlets are well-maintained by the BC’s and ensuring that stocks are displayed properly, stock level is appropriate, damage and shoplifting are minimized.
· Recommends to the Human Resources Department the promotion, reshuffling, or termination of beauty consultants.
· Performs other tasks, duties and responsibilities that management may assign.

· Travel different places all over the Philippines to check the area  under my supervision.

OVER ALL IN CHARGE(OIC) AND SHIFT MANAGER , MANG INASAL
February 2009 – October 2012
Service Manager:
· In charge in the implementation of appropriate counter system.
· Responsible in cash control audits and policies including MCF, PCF and CDF.
· Implementation and monitoring of promos.
· Scheduling manager, responsible in manpower scheduling.
· OIC functions in the absence of the store manager.   

Production Manager:

· Achieve FCPC of 50% every month.
· Responsible in forecasting and in ordering stocks.

· Task in the documentation of all deliveries.

· Operating supplies monitoring (Janitor and Office Supplies).

· Responsible in checking shelf-life of all raw materials.

· Food safety certification of all crew and manager (Overall in charge of Food Safety)

· Responsible in updating ADU regularly or as needed.

· Update on weekly basis on the Dailies Inventory Chart variance to date.

PROJECT SPECIALIST COORDINATOR, HARI ROYALE BUSINESS & MKTG CORP ‘GLOBE TELECOM'

March 2008 – December 2008

· Handled 3 person to report me weekly
· Surveyed outlet inside malls and outside stores if Globe and TM simcards are saleable.
· Trained front liners for our latest promos.

· Travel different places in Iloilo to check the outlets.
· Check weekly and monthly reports to be submitted online.
BILLING AND RECEPTIONIST, MEDICUS INC.
April 2006 – November 2007

· Assist Customer with their Doctors request.

· Issue invoices to customers.
· Released customer results.
· To balance receipts and payments.
CALL CENTER AGENT, STARTEK GLOBAL COMMUNICATION
October 2005 – March 2006
· Outbound Agent

· Make calls to customers in Canada

· Graveyard Shift from 9pm to 6am
· Our product is to convince the customer to sign up for the Startek account 
· Know how to communicate with the customers  
Education;
TERTIARY:

Central Philippine University Jaro, Iloilo City, Philippines 2001-2005
 
