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Career Objective

         Be a part of a growing company that has good and professional employees.  To improved and use my skills and knowledge in the best possible way for the great achievement and success of the company.
Strengths
· 2 years experience in administrative work and 1 year experience in BPO industry (non voice)

· Excellent in using Microsoft Office Application (Excel, MS Word, Powerpoint)
· Can type 50 words per minute.
· Ability to prioritize things according to set plan/ target of the department.
· Working with minimal supervision and has initiative. 
· Can easily adapt working environment and culture of the organization.
· An absolute team player
· Willing to be trained and open to learn more new ideas.
Working Experience
IKON College

Industrial Coordinator/ Account Officer

9140 Cadenza De Amor St. Crossing, Calamba City/ January 2015 – September 2015
Client Company

Samsung Electro Mechanic Philippines.

Batino CPIP, Calamba City, Laguna

· In charge of monitoring attendance/ performance of student working in the client company making sure they perform their duties and to keep attrition rate low.
· Supervise/ counsel/ coach working student whenever necessary to avoid client complaints.
· Conduct meeting prior to arising issues, new policies, rules and memos that is being implemented by both school and partner company.
· Coordinate in-plant officer and school personnel for any issues concern and updates.
· Prepare/ administer aptitude test, reading comprehension test and attendance log sheets.
· Responsible for screening good applicant students and reporting its result to human resources. 
· Conducts/ Assist in orienting qualified student who passed the initial test.
· Responsible for organizing and updating all kinds of documents (trainees masterlist, disciplinary action summary, aptitude test results and manpower pooling)
· Issues disciplinary action based on company policies.
· Conduct orientation and endorsement to assigned process.
· Taking minutes of meeting
BPO Company (Scope Works Asia)

Quality Control Agent

Science Park 1, Cabuyao Laguna/ April 2013 – July 2014     

· Quality check received messages with accuracy and typing peed
· Directly reporting to field leader/ Operation supervisor
Career Express Manpower Services

Agency Coordinator

Elepaño Sbdv. Brgy. 3, Calamba City, Laguna/ May 2012 – Nov. 2012
· Directly reporting to Admin Manager and Agency Owner. 
· Report/ update summary of attendance on a weekly basis for payroll creation
· Responsible for coordination and arrangement of job interview for applicants.
· Assist on flight and hotel booking 
· Supervise and monitor contractual employee work performance

· Ensure every employee concern are carefully treated

· Responsible for coordination of information between management and agency
Kito Philippines Incorporated

Training Staff
Laguna Techno Park Biñan Laguna/ Feb. 2011 – October 2011
· Assist Admin Manager in day to day basis.
· Conduct and facilitate general orientation for new applicants and newly hired employees.
· Produce training materials and design module for internal seminar.
· Assist on setting up training equipment for facilitating seminar on employees.
· Conducts training needs analysis.
· Implement admin procedure based on management direction and measure its effectiveness.
Educational  Attainment

Tertiary         Saint John Colleges                                                      2004-2006

                      Chipeco Ave. Calamba City

                       Associate in Health Science Education                      Graduate

                       Laguna College of Business and Arts                              2006-2010

                      Burgos St. Calamba City 

                       Bachelor of Arts Major in Psychology                         Graduate
Personal Information
Date of Birth:         April 7, 1988

Age:                      27
Height:                  5”11

Weight:                 140 lbs

Civil Status:            Single

Citizenship:            Filipino

Religion:                Roman Catholic

I here by certify that the above information given by me is true and correct.                                      
