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Objectives

Seeking a full time job in an office environment where there is a need for a variety of office administration skills such as computer operation, data typing, front office services, and database program’s administration.

Summary of Qualifications

Qualified secretary with administrative work experience and proven ability to handle and manage office environment; Possesses effective organizational skills in addition to willingness to work above and beyond the call of duty.
Core Knowledge and Functional Skill Areas

	· In depth knowledge of Microsoft Office suites and internet  telephone operations
	· Relevant experience in software applications such as SAP, ERP and Access

	· Quick learner of new software applications
	· Word processing – ability to type 45 wpm

	· Proficient in spelling and grammar in both English and Filipino
	· Professional verbal/written communication skills


Personal Attributes

	· Accuracy
	· Excellent organizational skills

	· Confidentiality
	· Planning and time management

	· Initiative
	· Reliability

	· Stress tolerance
	· Customer-service orientation

	· Willingness to work in a flexible schedule and high workload
	


Employment Experience

NCS Automotive Tire & Battery, Lubricants Supply – Plaridel, Bulacan 




     September 2012 – August 2015
Job Title: Store/Sales Supervisor
Key Responsibilities: Banking and Finance Coordinator, Wholesale-retail, Warehousing, Stock Inventory, Assist purchase department  to order adequate merchandise and supplies; Delivers order to the factory; Return the cancelled and damaged items back to vendor as appropriate; Managed retail staff, among which includes people working on the floor, and the cashiers; Made sure pricing is correct; Worked on store displays; Attended trade shows in order to identify new services and products; Recruited, coached, counseled, disciplined and trained employees; Evaluated self-on-the-job performance, as well as other staff; Identified market trends that appeal to customers. Ensured products are clean and ready to be displayed; Approved contracts with store vendors; Maintained inventory and ensure items are in stock; Utilized computers to record sales figures, for data analysis and forward planning; Monitored local competitors; Ensured that hours of operation are in compliance with local laws; Organized and distributed staff schedules; Helped, drove, motivated, and encouraged retail sales staff to achieve sales targets; Handled customer complaints, issues and questions.

MYT Tire Automotive & Battery, Lubricants Supply – Plaridel, Bulacan




      
  June 2008 – August 2012
Job Title: Office Clerk/Data Entry
Key Responsibilities: Answered all incoming telephone calls, taking thorough messages, providing basic information to callers. Provided support to service cashier desk including processing customer payments. Served as a pleasant and professional greeter to all visitors and customers, and taking care to leave a positive last impression with each customer. Various office support duties were also assigned.

Education
Far Eastern University – Manila, Philippines
May 2008

Associate in Computer Secretarial
Personal Information

· Date of Birth: 
April 07, 1988

· Civil Status: 
Single

· Citizenship: 
Filipino

· Availability: 
Immediate

· Visa Status: 
Visit Visa valid until November 30, 2015

