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	To be able to find a position befitted to my knowledge that I have acquired from extensive education and diversified experience. A position where I can enhance my skills and abilities and perform my responsibilities at my utmost competence.



	work Experience:

	
	AA DESIGN BUILDERS PHILIPPINES

Manila, Philippines

January 2015  - September 2015
Receptionist/ Human Resources

Job Description:
•   Answer, route and follow up phone calls, inquiries and emails efficiently.

•   Responsible for filing and updating the applicant documents for employment.

•   Assisting visitors, employers and set an appointment with our Branch Manager.

•   Responsible for monitoring the attendance of every employees.

•   Monitoring invoice and monthly payment of company needs.
BIGASANKO COMPANY INC.
#1318 Delta Quezon City, Philippines

July 10, 2014 - January 2015
Lead Customer Care Officer

•   Greeted Visitors and queried their nature of business.

•   Directed the visitors to the suitable employee

•   Answering phone calls and directed to the respective people.

•   Answering phone calls for update, inquiries and emails efficiently.

•   Monitoring employees whose going to different appointments and site visits.

•   Responsible for daily appointment of project managers to clients and suppliers, etc.. 

•   Coordinate with the IT Dept. for the technical support of every Branch.
•   Preparing all the necessary documents needed on a meeting.

•   Responsible for the Minutes.

•   Preparing internal memorandum and sending it to all employees and Franchisees.

•   Responsible for Customer concern, suggestions and appointments.
•   Monitoring the daily activities of every Bigasanko.com Branch.
•   Coordinating with the suppliers for the delivery and pick up of materials ordered.

•   Preparing the Package Inclusion of every applicants that may avail the Franchise.

•   Responsible for conducting site/office meetings.

•   Responsible for site inspection before Grand Opening of every Franchise Branch.

GOLD FORTUNE HUMAN RESOURCES CORPORATION
J.Bocobo St. Cor. United nation Ermita Manila
May 15 2013 - June 30, 2014
Receptionist/ Human Resources
•   Answer, route and follow up phone calls, inquiries and emails efficiently.

•   Responsible for filing and updating the applicant documents for employment.
•   Assisting visitors, employers and set an appointment with our Branch Manager.
•   Responsible for monitoring the attendance of every employees.
•   Monitoring invoice and monthly payment of company needs.


	Education:

	College DEGREE :
Special Course:

hIGH SCHOOL:

ELEMENTARY SCHOOL:
	· TECHNOLOGICAL UNIVERSITY OF THE PHILIPPINES
· BSIE - COMPUTER EDUCATION
· 2009-2013
· MICROCADD TECHNOLOGIES

· AUTO CAD 2015 with COLOR RENDERING
· Manila, Philippines

· NATIONAL CERTICATE - II

· Computer Hardware and Servicing
· Manila, Philippines
· UBAY NATIONAL HIGH SCHOOL
· 2004-2008
· ROSAURO ALMARIO ELEMENTARY SCHOOL
· 1997 – 2003

	SPECIAL SKILLS:

	· Good Communication and Interpersonal skills.

· Basic knowledge in AUTOCAD 2015.
· Basic knowledge in Electronic, Metal Works and Programming (SAP).
· Knowledge in computer operation such  MS Office (Word, Excel, Access and Power Point)

· Fluent in English (oral and written)
· Knowledge in basic Bookkeeping / Accounting.

PERSONAL INFORMATION:

	
	Age:

25 years old


Sex:

Female

Date of Birth:
March 5, 1990
Nationality:
Filipino

Visa Status:
Tourist Visa




