
OBJECTIVES:

To obtain a job within my chosen field that will challenge me and allow me to use my education, skills and past experiences in a way that is mutually beneficial to both myself and my employer and allow for future growth and advancement.

QUALIFICATION:

· Excellent attention to detail

· Outstanding communication and interpersonal skills

· Very skilled in handling elderly and interpersonal skills

· Proficient with computer skills in Microsoft Word and Internet

SKILLS and ABILITIES:

· Ability to handle stress
· Ability to deal with different people specially irate client

· Excellent communication skills

· Effective learning abilities – Quick learner

· Reliability and interpersonal skills

· Deep knowledge and skilled in Microsoft word, Power Point, Excel

· Critical thinker, Hands on Staff
EDUCATIONAL ATTAINTMENT:

Inclusive Dates

Names and Addresses of Institutions 

Degree

1995 - 1997

Lyceum Northwestern College








Amado St. Tapuac District Dagupan City



Course: Bachelor of Science in Computer Science

Tertiary

2002 – 2003

Manila Sanitarium Hospital and School Medical Arts
Vocational




Donado St., Pasay City

Course: Certified Nurse Assistance

2008 – 2009

San Pedro Manpower Development Institute

Vocational




Crismor ave. Elvinda Village, San Pedro Laguna



Course: Hotel Restaurant Services and 




 Food and Development Services
WORK EXPERIENCE:

Name of Office

Barangay San Leon Hall
Position Held

Barangay Secretary
Inclusive Date

December 2013 – August 30, 2015
Duties and Responsibilities

· Keep custody of all records of the sangguniang barangay and the barangay assembly meetings;

· Prepare and keep the minutes of all meetings of the sangguniang barangay and the barangay assembly;

· Prepare a list of members of the barangay assembly, and have the same posted in conspicuous places within the barangay;

Name of Office

RenRen Incorporation
Position Held

Data Analyst/Encoder
Inclusive Date

September 2012 – November 2013
Duties and Responsibilities
· Enters information from documents such as personal information, account numbers, lists and records into computers to be stored and transmitted to the appropriate area within the organization.
· Operates a variety of machines and equipment such as computers with a variety of systems, keyboards, scanners, printers and copy machines. Uses specific computer software and programs for data entry tasks. 
Name of Office

Smart Telecommunications Company

Address

Smart Tower, Ayala Ave. Makati City

Position Held

Customer Service Representatives/Receptionist
Inclusive Date
June 2009 – Feb 2012

Duties and Responsibilities



· Answer all incoming calls and handle caller’s inquiries whenever possible

· Re-direct calls as appropriate and take adequate messages when required

· Greet, assist and/or direct students, visitors and the general public 

· Support the Executive Director and other staff Main Activities 

· Assist the Executive Director and other staff as requested
Name of Office


AOWA Electronic Phils., Inc.

Position Held
Supervisor/Dealer
Inclusive Date
April2000 – June2006
Duties and Responsibilities
· Supervise sales operations of sales team. 

· Follow-up leads and samples provided by sales team. 

· Implement strategies to sell products or services. 
· Build new customer base to maximize sales. 

· Retain existing customers by providing prompt customer services. 

· Supervisor and oversee the maintenance of customer databases. 

· Supervise accounts receivables team in collecting balances. 

· Supervise field marketing and sales force
Name of Office


California Clothing Inc., MTV/Guess? USA


Position Held


HR Staff
Inclusive Date


June 99 – April 2000
Duties and Responsibilities

· Supervise sales operations of sales team. 

· Supports human resources processes by administering tests; scheduling appointments; conducting orientation; maintaining records and information.
· Analyze field reports and prepare sales documents.




· Process and monitoring employees

· In charge of the screening of applicants

· Giving orientation for new employees 

Name of Office


SM Southmall Cinema

Position Held


Usher/Porter

Inclusive Date


April 97 – July 98

Duties and Responsibilities

· Sell and collect admission ticket and passes from patrons at entertainment events.

· Count and record of number of ticket collected.

· Greet patrons attending entertainment events.

· Examine ticket or passes to verify authenticity, using criteria such as color or date issued.

· Guide patrons to exits or provide other instructions or assistance in case of emergency

· Maintain order and ensure adherence to safety rules.

· Operate refreshment stands during intermission or obtain refreshments for press box patrons during performance

· Provide assistance with patrons’ special needs, such as helping those with wheelchairs.

· Verify credentials of patrons desiring entrance into press box and permit only authorized person to enter.

· Direct patrons to restrooms, concession stands and telephones.

· Refuse admittance to undesirable persons or persons without ticket or passes.

· Settle seating disputes or help solve other customer concerns.

· Distribute programs to patrons.

· Assist patrons in finding seats, lightning the way with flashlight, if necessary.

· Schedule and manage volunteer usher corps.

· Search for lost articles or for parents of lost children.

· Work with others to change advertising displays.

· Manage inventory or sale of artist merchandise.

· Give door checks to patrons who are temporarily leaving establishments.

Name of Office


Jollibee MAKRO


Position Held


Cashier
Inclusive Date


June 95 – June 96
Duties and Responsibilities
· Greet customers and communicate with them with a view to determine their orders

· Take customers’ orders and punch them into the restaurant order database

· Ensure that correct order has been punched in

· Provide customers with information on daily specials and discount deals

· Relay customers’ orders to the kitchen and ensure that each order is expedited

· Assist counter staff in packing ready orders and handing them to customers

· Ensure that the counter area is kept clean and organized at all times

· Service customers’ requests and complaints and make sure that any serious complaint is brought to the notice of the restaurant manager

· Restock workstation with supplies and ensure that any item not in stock is communicated to the manager

· Tally cash at the end of each shift and handle discrepancies according to company policies

· Ensure that sufficient change has been procured from the bank prior to shift

· Create and maintain cash reports at the end of each day


PERSONAL DATA:

Birth date
:
December 03, 1978

Birth place
:
Pangasinan

Height

:
5’6 ½”

Weight

:
135lbs.

Religion
:
Roman Catholic

Sex

: 
Male

Status

:
Single
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