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 Career Summary





I am highly resourceful, flexible, innovative, and enthusiastic individual who possesses a considerable amount of knowledge regarding administrative and office procedures. I am quick learner who can absorb new ideas and is experienced in coordinating, planning and organizing a wide range of administrative activities. Well organized and an excellent team player with a proven ability to work proactively in a complex and busy office environment. I would like to be a part of highly motivated and reputable organization, where I can apply my knowledge and learn a lot, and get experience of competitive and challenging environment. 
   Work experience




The Doctors Hospital Inc. – Pharmacy Department

Bacolod City
August 2008 – May 2015 
Pharmacy Sales Assistant
· Greet customers entering establishments.

· Prepare medicines for dispensing and assists Pharmacist on drug inventory control

· Does the credit note of returned dispensed medicines

· Receive payment by cash, cheque, credit cards, vouchers, or automatic debits. (Cashiering)

· Issue receipts, refunds, credits, or change due to customers.

· Count money in cash drawers at the beginning of shifts to ensure that amounts are correct and that there is adequate change.

· Establish or identify prices of goods, services or admission, and tabulate bills using calculators, cash registers, or optical price scanners.

· Does all typing/filling/safekeeping of documents, of receiving and releasing of papers pertaining  to the operation of the Pharmacy

· receiving, loading, unloading incoming goods from wholesalers, manufacturers and elsewhere

· Taking telephone calls and face to face inquiries from patients, their representatives, either in a pharmacy or ward

· Pre-packing, assembling & labelling medicines

· Does Faltas 

Silay City Government 
Accounting Department

October 2005 – June 2007
Office Staff

· Welcomes visitors by greeting them, in person or on the telephone; answering or referring inquiries.

· Directs visitors by maintaining employee and department directories; giving instructions.

· Maintains safe and clean reception area by complying with procedures, rules, and regulations.

· Record and update Brgy. Transaction to subsidiary ledger

· Data Encoder

· Monitoring the collection of Loan Assistance

Silay City Government
- LTO Department

September 2002 – October 2005 
Office Staff
· Greeting clients and visitors
· In charged of Issuance of registered LTO sticker

· Prepares the Monthly Information System and other reports being required by the Regional Office.

· Data Encoder
· Answer telephones, direct calls and take messages.

· File papers and documents
The Philippine American Life & General Insurance Company

February 1999 – November 2001 
Administrative Assistant

· Prepares the entire monthly, quarterly and annual reports being asked by the Provincial Agency Operations Department, such as: Agents Production Records, Agents Quarterly Status Report and other related reports.  

· Communicate with customers, employees, and other individuals to answer questions, disseminate or explain information, take orders and address complaints.

· Answer telephone enquiries from customers, attend to visitors and assist other staff in the organization with their enquiries

· In charge of the incoming / outgoing memos and all communications.  

· Handles all the disbursement such as commissions and cash advances.  

· Scrutinize and transmit all the insurance applications.  Follow – up agents for seminars being scheduled by the PRAOD.

Guanzon & Guanzon Law Office 

September 1997 – November 1998

Office Clerk

· In charged of incoming / outgoing memos and filing all the documents.  

· Sort and distribute incoming mail to areas and staff within the organization and dispatch outgoing mail

· Answer telephones & assisting walk-in clients of the attorney’s in charge
· Compile, copy, sort, and file records of office activities, business transactions, and other activities.

· Operate a range of office machines such as photocopiers, computers and faxes

· Assigned with the clients services such as typing/encoding.  

· In charge in payments and daily business transactions.

Academic qualification








· Bachelor of Science in Commerce

Colegio San Agustin – Bacolod

Major: Computer Science


1993 – 1997

· Bachelor of Science in Education

Colegio San Agustin – Bacolod
Supplemental – 18 units


2002- 2004






Key Skills





PERSONAL  ABILITIES


-  Attention to detail. 


-  Punctual & reliable.


-  Can work without supervision.


-  Ability to cope and work under


   Pressure.


-  Good written and verbal


English Communication skills.


-  Ability to multitask & manage 


   Conflicting demands. 








REFERENCES


-  Available on demand.











CONTACT DETAILS


Language     English, Tagalog
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