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CAREER OBJECTIVE


To obtain a position that will enable me to use my abilities, knowledge and skills, where I can serve your organization and establish a career for myself.

SKILLS AND CAPABILITIES

• Strong verbal and personal communication skills.
• Accuracy and Attention to details.
• Organization and prioritization skills.

• People management skills

• Decision making, critical thinking, organizing and planning.
• Problem analysis, use of judgment and ability to solve problems efficiently

SEMINARS / TRAINING ATTENDED
“Supervisory Development Program – Office Management”

ITD World – The Global Learning Solutions Expert

SM Corporate Office, MAAX Building

June 4 – 5, 2014

“Fundamentals of Supervision

ITD World – The Global Learning Solutions Expert

SM Corporate Office, MAAX Building

February 18 – 19, 2013

WORK EXPERIENCE

Leasing Operation Supervisor

Shopping Center Management Corporation

(SM Supermalls)

07 December 2010  – 20 March 2015

Responsibility

· Respond to enquiries and coordinate with land and accounting departments

· Research to ensure payment of revenues on time.

· Handle abstract commercial lease documents.

· Input data and maintain lease documents. 

· Report to ensure accuracy and enable tracking.

· Collaborate with parties to clear and resolve equity, credit, tax and equipment issues and inform transaction charges. 

· Complete billing and payment packages on time with supporting documents. 

· Establish positive relations with customers, vendors and lessee. 

· Follow-up customer, lessee and vendor enquiries and special requests on time. 

· Generate and check internal reporting with manager to monitor transaction status. 

ON-THE-JOB TRAINING

CPU Technician

ELIM Incorporated

                                                                    March 2009 – May 2009

�


PROFILE


 I am a graduate of Bachelor of Science in Computer Engineering. I am eager to learn and equipped with flexibility and adaptability, physically fit and have enough knowledge and skills that can serve as an asset to your company.





EDUCATIONAL  ATTAINMENT


Bachelor of Science in Computer Engineering


University Of Rizal System Philippines


(2005 -2010)





PERSONAL DATA


Age: 25


Status: Single


Height: 5’4”


Weight: 50.5 kgs


Date of birth: November 8, 1989


Place of birth: Binangonan, Rizal


Religion: Roman Catholic


NATIONALITY: Filipino


LANGUAGE SPOKEN: Tagalog and English





REFERENCE


Available upon request.





I hereby certify that the above information is true and correct to the best of my knowledge and belief.











