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Personal

Age: 27 years old

Height: 5’4”

Status: Single
Information:

Birthdate: Dec 4, 1987
Weight: 55kl.

Nationality: Filipino

Career Objective:
To be a part of the organization’s vision of excellence and be an integral part in achieving its organizational goals.
Work Experience:
6 years
Education:

Collegiate



Major in Computer Management and Accounting



Bachelor of Science in Business Administration (2009)




Ateneo de Naga University




Secondary



Vinzons Pilot High School




Vinzons,Camarines Norte




Elementary



Vinzons Pilot Elementary School




Vinzons, Camarines Norte

Member:

Junior Philippines Institute of Accountants (JPIA)
2004- present

Ateneo de Naga University

 Association of Bicol Business Students (ABBS)
2004- present

Ateneo de Naga University
Key Skills

• Professional public dealing skills, front desk handling and with PR etiquette
and Expertise:

• In depth knowledge of scheduling events and calendars




• Well-versed in MS Office Suite, MS Outlook and accounting software

• Hands on experience in managing several tasks at the same time

• Functional knowledge of managing research for specific projects/ requests

• Demonstrated analytical and critical thinking skills

• Able to take initiative and execute administrative duties in a flawless manner

• Strong teamwork skills with a profound ability to work under stress

• Proficient in operating office equipment such as fax machines and photocopiers
• Practiced using Automated Accounting Software such as JD Edwards, Oracle, MYOB Accounting System & basic SAP.
• Passion for working in a fast paced and result oriented environment

Attributes:  
Hardworking, Systematic, Result Oriented, Punctual, Out-going, Resourceful

and Persistent, Customer focused and Trustworthy.
Work Experience 
Queco RTW- Philippines



Store Manager- August 2014- Present
Job Summary:
· Responsible in providing daily managerial duty of the store. 
· Manage store operations by ensuring exceptional performance and excellent customer services.
· Assist customers in all aspects of store services including handling complaints and inquiries
· Handling 6 sales staff, training and supervising their daily job activities.
· Supervise the activities of store employees to ensure that they are working in accordance to the store’s policies and protocols
· Assign job duties to each employee and ensure that these duties are being carried out properly
· Order merchandise and ensure that all stocks are maintained at all times
· Receive deliveries and ensure that warehouse activities are being managed properly
· Handle cash registers and oversee payment activities
· Perform bookkeeping, reconciling and cash balancing activities
· Ensure that the quality of all displayed products is up to the mark
· Ensure banking is manage efficiently and cash and receipts are reconciled
· Manage weekly inventories
· Coordinate sales promotions and provide sales targets
Saudi German Hospitals Group- Jeddah, K.S.A.



Secretary of Group HR Director (Mar 1, 2013- July 15, 2014) 1yr.4mos.



Secretary of the Vice President (July 15, 2011- Feb. 28, 2013) 1yr.8mos.
Job Summary:
· Responsible for providing secretarial, clerical and administrative support in order to ensure that services are provided in an effective and efficient manner.

· Respond to staff, applicants, and patient or client inquiries.

· Receive, direct and relay messages, telephone messages, letters, e-mails, fax messages etc.

· Direct the general public (staff, patient, etc.) to the appropriate staff, office or department.

· Maintain the general filing system of online or personal communication and file all correspondence.

· Type confidential documents on a word-processing system.
· Keep, file or store confidential papers or forms with the full security.
· Assist in the planning, coordination and preparation of meetings, conferences and other events including its venues and attendees.

· Make the minutes of all the meetings that’s been supervised or coordinated by the department.
· Provide and disseminate the minutes of the meeting.

· Receiving inbound and outbound appointments, meetings, etc.

· Arranging, monitoring the daily schedules.
· Materials and office supplies warehouse and purchase request.

· Maintain an adequate inventory and care of office supplies and facility.



ACCENTURE > - Makati City, Philippines
Assistant/ AP Analyst- Invoices (Nov. 23, 2009 – June 15, 2011) 1yr.7mos

Job Summary:

· Receives electronically scanned invoices, identify, assess and resolves issues/ problems while inputting it to the system (Oracle, SAP & JDE).

· Identify and analyze the invoice from the date, company name, item description, quantity, unit price, total price, tax price etc.

· Ensure the proper and 100% accuracy of encoding and processing of electronic Invoices- Accounts Payable of the client.

· Perform research in various systems and tracking tools like Oracle, SAP & JDE.

· Apply knowledge of processes and related systems to assist in identifying, assessing and resolving issues/problems.

· Assess and resolve non-standard and standard issues or problems.

· Seek advice and escalate issues when faced with tasks/problems outside the scope of the work.
Perfidia Industries Inc. - Quezon City, Philippines
Purchasing Assistant (May 22, 2009- Oct. 31, 2009) 5mos.
Job Summary:
· Responsible in providing assistance to the Purchasing Department and/or Purchasing Officer in their responsibilities of efficient and cost-effective procurement and acquisition of supplies, materials, services and equipment both for local and imported requirements of the company.
· Receiving and preparing of all warehouse and purchase request of the company and its different department.

· Perform research in the market of the requested materials/ supplies for its prices, identification etc.

· Contacting and getting the quotation from the suppliers.

· Reporting of the quotations to the Purchasing Manager and head of departments.

· Preparing of Purchase Order of all department.

· Monitor and maintain an adequate inventory and care of all materials, office supplies and facility of all department.

· Provide and disseminate notes, messages and memos from Purchasing department.

· Providing secretarial, clerical and administrative support in order to ensure that services are provided in an effective and efficient manner.

· Receive, direct and relay messages, telephone messages, letters, e-mails, fax messages etc.

· Perform data entry and research in various systems and tracking tools like Oracle.

· Type confidential documents on a word-processing system.

· Keep, file or store confidential papers or forms with the full security.

· Maintain the general filing system of online or personal communication and file all correspondence. 
Training Related
On-the-job Training (Nov 2007- Dec 19, 2008)
Experience:

Rizal Commercial Banking Corporation- Naga Branch
Crown Hotel Bldg., Penafrancia Avenue

Naga City

Job Summary:
To perform a wide variety of skills and duties involved in banking and finance such as loan assisting and data processing, new accounts and data processing, data analyzing, filing and sourcing.

