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INTERESTED POSITION: Executive Secretary / Receptionist / Office Administrator / Accounting Assistant / Customer Service Coordinator/ Document Controller
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CAREER OBJECTIVE: To work in an organization of growth and excellence through which my acquired skills, trainings and work experiences can be useful and provide me job satisfaction and self-development and help me achieve personal, professional stability to be more competitive in global modernization in line of industry and technology and at the same time fulfill organization goals and objectives.
_______________________________________________________________________________________________________________________
KEY SKILLS:
· Office It Skills (MS Office software, Outlook, PowerPoint, Database etc.) 
· Reception, Secretarial and Administrative Skills 
· Customer Service and Telephone Skills 
· Organizational and Communication Skills 
· Keen to take new responsibilities and challenges, fast learner and flexible. 
____________________________________________________________________________________________________________
PERSONAL DETAILS:
	Date of Birth:
	September 13, 1983
	Gender:
	Female

	Nationality:
	Filipino
	Civil Status:
	Single

	Religion:
	Catholic
	
	

	Visa Status:
	Residence Visa (Transferrable, NOC will be provided
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WORK EXPERIENCES:
Dome Exhibitions LLC
– Electra Street, Al Salmean Golden Tower, CBI Bank Building 801 
Receptionist/ Secretary/ Marketing from July 2012 to Present 
· Maintaining and developing relationships with existing customers via meetings, telephone calls and emails. 
· Making copies of the documents, as assigned by the office managers and also according to the needs of the office. 
· Responsible for answering and transferring phone calls. 
· Preparing WPS (salary) for the employees. 
· Prepare and manage correspondence, reports and documents. 
· Greet and assist visitors in professional manner. 
· Taking note the person name and contact number of a person who is calling if the person he/she wish to speak is out of the office and inform the concern person. 
· Responsible in keeping confidential documents including Photocopy, Fax, Scanning. 
· Handling customer’s inquiries, questions and qualifications. 
· Managing the meeting for the exhibitions being as a marketing position. 
· Searching information’s, data entries of the company. 
· Organizing events for the exhibitions. 
· Coordinates with the courier in handling delivery and pick up service. 
· Responsible for providing Secretarial, Clerical, Customer Service, Administrative Support to General Manager, Sales Account Managers, Events, Conferences, Accountant, in order to ensure that services are provided in an effective and efficient manner. 

Speroni Boutique
Speroni Shoes – Marina Mall, New Extension First Floor, Shop No. KFC1
Secretary cum Accountant from October 27 2010 to July 2012
· Filling documents as per the requirement of the office managers or updating files and registers related to attendance and work of the staff. 
· Data entry and loading other necessary information into the software programs. 
· Making copies of the documents, as assigned by the office managers and also according to the needs of the office. 
· Answering and receiving phone calls. 
· Sending faxes in matters related to the office jobs and related works. 
· Monitoring the order supplies related to the office. 
· Maintaining and organizing the paper and electronic documents. Storing them properly for future reference. 
· Keeping the list of employee communication and contacts updated. 
· Maintaining the up-to-date list of press and contact lists. 
· Preparing outgoing mail. 
· Compiling records of office activities. 
· Photocopying, scanning and faxing. 
· Organizing meetings and appointments. 
· Monitor, maintain and secure the quality and stocks of our store product. 
· Assists clients on processing their documentation needs. 
· Perform other duties and responsibilities as assigned. 
· Corresponds with Vendors and clients regarding prices, product availability and deliveries. 
· Prepares client invoice with documentation attachment dispatch and follow up to verify receipt of the same, and follow up receivables as per terms of payment. 
· Manage customer accounts account 
· Manage the necessary documentation for the efficient execution of all the staff’s activities. 
· Prepare and keep records and monitoring of Quotations, Sales Orders, Delivery Note, Sales Invoices, Receipts, Credit Notes, reports, Memos, Letters, and other documents. 

Blue Chip Gaming and Leisure Corporation
PAGCOR Club – Macabacle Bacolor Pampanga
Marketing Officer from September 2009 to August 2010
· Organized all the events and activities upon the area 
· To attend performances and other events as required out of normal office hours. 
· To undertake any reasonable duties at the request of the marketing manager. 
· To assist with the implementation of the marketing strategy with specific objectives and targets as agreed. 
· To manage and maintain positive relationships with venue staff and media partners. 
· Maintain liaison with external and internal suppliers, assisting in commissioning and delivery of marketing material. 
· Provide accurate and creative copy writing and proof reading skills as directed by the marketing manager and working to pre-agreed deadlines. 
· Ensure that all printed promotional material is distributed effectively throughout company departments and to the company board to include posters and leaflets. 
Sure Way Marketing
Globe Telecom – Tarlac City
G Cash Agent from May 2009 to August 2009
· To convince the subordinate to be part of a g-cash member. 
· To teach the subordinate on how to use g-cash from cash using their cell phones. 
· Analyzing client needs and presenting potential solutions. 
· Providing on-going service to clients. 
· Developing and implementing personal business and marketing plans. 
· On-going development of professional skills and knowledge. 

Acabar Marketing International
Ajinomoto – Central Luzon
Field Sales Supervisor from October 2008 to April 2009
· Supervises Field security personnel. 
· Performs inspections and ensures that post orders are being followed. 
· Manages a shift and/or segment of guarding operations at multiple sites at the direction of line management. 
· Carries out administrative procedures in support of Branch operations. 
· Contribute to the effective function. 
· Monitoring the competitor’s activities. 
· To obtain the highest customer rating possible. 

Acabar Marketing International
Globe Account – Tarlac Area
(Project Account Manager Coordinator) from September 2007 to September 2008
· Assists the Account Manager. 
· Coordinates with support groups for logistic requirements. 
· Ensure preparation/availability of selling requirements. 
· Conducts screening, training, briefing and product orientation of all potential applicants prior to actual employment of selling agents and back office staff. 
· Ensures deployment of sellers to assigned areas on time throughout the selling duration. Midpoint check of selling activity. End of selling activity check. 
· Reports daily tracking per execution. Weekly report submission to Area Manager, Regional Trade Marketing Group and Dealer Sales Head. Closure report completion. 


Origin Ventures Inc.
Sales Representative – Tarlac Area
Drugstore Specialist from January 2007 to July 2007
· Provides advice to clients with regards to the latest trends and fashionable styles. 
· Monitor, maintain and secure the quality and stocks of our store product. 
· Perform other duties and responsibilities as assigned. 
· Develop and maintain strong knowledge of features and benefits of products to enhance the relationship with clients and actively satisfy their needs and goals. 

RC Pecson Construction
Construction – City Of San Fernando, Pampanga
Office Secretary from November 2005 to December 2006
· Answering and directing phone calls. Making phone calls. 
· Taking and distributing messages. 
· Handling inquiries and incoming work requests 
· Reviewing files and records to answer requests for information. 
· Checking and distributing documents and correspondence. 
· Receiving, sorting and distributing incoming mail. 
· Maintaining filing systems. 
· Compiling records of office activities. 
· Photocopying, scanning and faxing. 
· Sending emails. 
· Preparing outgoing mail. 
· Typing documents. / Data Entry 
· Organizing meetings and appointments. 
· Monitor, maintain and secure the quality and stocks of our store product. 
· Assists clients in processing their documentation needs. 
· Perform other duties and responsibilities as assigned. 

Central Park Hotel
Hotel and Restaurant – San Miguel Tarlac Area
Receptionist from October 2004 to October 2005
· Answer telephone, screen and direct calls 
· Take and relay messages 
· Provide information to callers 
· Greet persons entering Hotel. 
· Direct persons to correct destination. 
· Deal with queries from the public and customers. 
· Ensures knowledge of staff movements in and out of organization. 
· General administrative and clerical support. 
· Receive and sort mail and deliveries. 
· Assisting our customers inquiries to accommodate and satisfies their needs. 
· Monitor, maintain and secure the quality of service of the company. 
· Overseeing the good presentation of the reception desk and the main lobby. 
· Perform other duties and responsibilities as assigned. 

EDUCATIONAL BACKGROUND:
COLLEGE:
University of the Assumption
City of San Fernando Pampanga
Bachelor of Science in Computer Science
2000-2004
SECONDARY:
University of the Assumption
City of San Fernando Pampanga 1996-2000
PRIMARY:
Sta. Ana Central School
Sta. Ana Pampanga
1990-1996
SEMINAR’S AND TRAINING ATTENDED:
	
	Internet Awareness -
	January 04, 2002

	
	Leadership Training -
	January 18, 2002

	
	Networking Seminar -
	March 26, 2002

	 ULP Modern Trade Academy -
	April 26-27, 2007


