OBJECTIVE 

To  actively  participate  in  company  operation  that  will  enable  me  to  impart  and  intensify  my administration skills, customer service abilities and to provide for professional development and career growth.
CORE COMPETENCIES 

·  Have work experience in a different type of industries in a fast paced environments 

·  Strong organizational, technical and interpersonal skills 

·  Trustworthy, ethical and discreet 

·  Committed to superior customer service 

·  Detail oriented and resourceful in completing assignments 

·  Multi-task effectively. 

·  Customer service & relations 

·  Having computer skills in MS Office software application, Open Office software application 

·  Very flexible, quick learner, minimal supervision, set priorities and professional 

·  Well organized, intrinsically motivated, proactive and excellent with details 

CAREER HIGHLIGHTS 

SHARJAH OXYGEN COMPANY , United Arab Emirates 




Administrative Officer 

April 2013 – June 12, 2015 

·  Reporting directly to President and Managing Director and General Manager 

·  Over  all  responsible  for  Admin  related  works  and  ensure  these  are facilitated/attended on time. 

·  To  prepare  for  the  following:  Instruction  Memos/  Warning  Memos/Procedural  Memos/Letters  for 

Customers and Suppliers/Service Agreements. 

·   To submit job cost sheets and other important documents that requires approval from the President & 

Managing Director. 

·  Responsible to open job cost sheets for monthly consumable requirements and other related job cost 

sheets as directive by the General Manager-Head Office &amp; Branches Operations. 

·  Responsible to update all approved job cost sheets in the system. 

·  Act as the Central Document Controller of Admin Department. a) To maintain complete and updated 

Admin  records  and  ensure  these  are  readily  available  at  all  times  .b)  Responsible    to    check    the  completeness  of  all  documents  (both  for internal and external) received before these will be turned over to the General  Manager-Head  Office  & Branches  Operations  for signature/approval. 

·  To monitor renewal of the  licenses i.e. EHS renewal of Company Vehicles / SOC supplier registration 

(Dubai & Sharjah Municipality/ FEWA/ Sharjah University/UAEU / MOH permit application of Overseas purchases / NOC from Dubai Police as  per the list provided by the Government) Liquid and Solid Waste permit and ensure these are renewed on time. 

·  Responsible to arrange Head Office transportation requirements / Hotel booking and Car rental for 

customer/suppliers requirements / Flight booking Enquiry. 

·  Responsible  to  Log  the  Edit/Delete  requests  from  Branches/Plants/Departments  and    to    submit  

monthly  report  to  General  Manager-Head  Office  &  Branches Operations  for  the  most  numbered  requests  (both  for  edit  and  delete)committed by responsible person for appropriate action. 

·  To  monitor  the  duration  of  calls(top  long  distance/expensive  calls  and  top frequently  called  

phone  numbers)  and  report  to  the  General  Manager-Head Office &  Branches Operations on a daily basis. 

·  Responsible in answering/receiving incoming calls. 

·  Received and issue monthly consumable items of Admin and Accounts Depts. 

·  Sorting of incoming mails and distribute to respective recipients. 

·  Responsible to check/read incoming mails and to ensure these are replied/attended on time. 

·  To facilitate Vendor/Supplier Information/Evaluation requirements. 

·  To  perform  other  works  as  maybe  assigned  from  time  to  time  by  General Manager-Head  Office  

·  Branches  Operations  and/or  President  & Managing Director.

SOLID ELECTRONICS CORP (SONY SERVICE CENTER), Philippines 

 Area Head Manager 

June 30 2010 – Dec.31,2012 

·  Monitor and supervise branch’s backlogs and concerns 

·  Problem Solver 

·  Handles basic audit of the branches ( cash count, parts inventory, units inventory) 

·  Oversee all 8 branches pertaining to achieving Sales Target and Key Performance Indicator  

·  Assisted in employee hiring and interviews of the 8 provincial branches
 

·  Alter ego of the branches positions
 

 Branch Manager (with 15 staffs) 

Oct.10, 2006 – May 15,2010 

·  Manage 15 staffs 

·  Handle Reception duties 

·  Handles all positions of the branch in behalf of the staff (Receptionist/cashier/parts clerk) 

·  Deal customer Issues that cannot be manage by the front liners/customer service staff 

·  Supervised customer services and responds to customer inquiries 

·  Prepared correspondence for presentation and implementation 

·   Setup accommodation arrangements for company visitors 

·  Assisted in employee hiring and interviews 

·  Coordinated day-to-day management facilities, mail process, services and operations support and 

compliance security and safety related functions and staff training 

·   Coordinating department HR actions 

·  Collecting and reporting performance of each employees 

Branch Office In charge (with 2 staffs)  Multi-Tasking Job 

May 10, 1999 – Oct.9,2006 

Customer Service Facilitator 

·  Accepting clientele’s TV and audio/video products for repair 

·  Handles inbound and outbound calls 

·  Handles customer issues/complaints of the branch 

·  Handles reception duties 

    Cashier 

·  Accepts and handles daily sales of the branch both cash and check sales 

·  Do issuance of  Official Receipts manually and encode in the SOIS data software 

·  Do errands of daily bank deposits 

·  Handles basic accounting such as subsidiary sales journal 

·  Reconcile and reimburse expenses of the branch 

   Parts Inventory Clerk 

·  Conduct monthly parts inventory 

·  Process daily and monthly orders of electronic parts and office maintenance. 

·  Received and counts stock items and record data manually or computer. 

·  Received, store and issue parts and consumable items. Keep records and compile stock report 

·  Verify inventory computations by comparing physical counts of stock and investigate discrepancies 

or adjust errors. 

·  Pack and unpack of items to be stock on shelves in stockroom and warehouse. 

·  Issue  and  distribute  parts  and  items/units/supplies  to  co-workers,  based  on  information  from 

incoming requisition. 

·  Responsible for the month end report. 

  Other function as Branch OIC
 

·  Process yearly renewal of business Permit requirements and other needed permits of Philippine 

laws 

·  Supervise 2 staffs of the branch ( 1 On Job Trainee and 1 Electronic Technician) 

·  Coordinates with human resource manager in administration related to employee concerns 

·  Perform  general  office  administration  including  maintaining  files,  handling  email,  faxing  and 

coordinating receipts and delivery of courier. 

SONDIONZ PHARMACEUTICALS, INC 

 Secretary and Cashier 

Dec.5, 1997- Nov.30, 1998 

·  Encode all reports of the company and medical representatives 

·  Manage all records and all account receivables of the company 

·  Handles cash deposits and disbursement of the branch and medical representatives 

·   Handles inbound and outbound calls and queries .
 Medical Representative 

Oct.15, 1996-Nov.30,1997 

·  Promoting ethical/health medicines to doctors in Hospitals 

·  Handles collection of the clientele 

CERTIFICATIONS/TRAININGS 

· 
Microsoft and PowerPoint 


                                                                  January 2012 

· 
Supervisory Employee Engagement Work Shop                              November 2010 

· 
Leadership Seminar-Workshop                                                          August 2009 

· 
Best Practices in Financial Processes & Controls                             April 2007 

· 
Preventing and Detecting Business and Occupational Fraud       July 2006

·   Marketing the Solid Service Smartly




          



                                       January 2006

PERSONAL DETAILS 

	Marital Status   
	: Single 

	Date of Birth   
	: March 20, 1975 

	Nationality   
	: Filipino 

	Language spoken 
	: English 

	Religion 
	: Roman Catholic 

	
	


EDUCATION 

1992-1996            SOUTHWESTERN UNIVERSITY, PHILIPPINES 

                                 Graduate Bachelor of Science in Biology     
Skills 

General Computer Science  

·  Browser for Internet – Microsoft Explorer 

·  Mozilla 

·  Chrome 

General IT 

·  Adobe Photoshop; Email; MS Outlook; MS Word; MS Outlook Express 

Graphs and Presentation 

·  PowerPoint 

Spreadsheets 

·  MS Excel 
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