Objectives: To be part of a reputable and well-structured institution that offers career growth where I can utilize and apply my extensive knowledge and experience.
EDUCATIONAL ATTAINMENT

College



University of Rizal System





Rizal Philippines





2006 -2010



Degree:


Bachelor of Science






 major in Psychology



Secondary


University of Rizal System





Rizal Philippines





2002-2006

Elementary 


Sampaloc, Elementary School





Rizal Philippines





1996-2002 
WORK EXPERIENCES

Imexcon de Gainerie Co. Ltd

 UAE

Front Office Coordinator

October 18, 2014 to Present

Duties:

· Telephone Reception
· Preparing Delivery Orders and monitoring

· Preparing invoices and monitoring

· Guest reception

· Handling inbound/outbound couriers and monitoring

· Inventories physical checkup twice a month

· Maintaining inventories and accounts receivables in Tally and Quickbooks

· Preparing Quotations and Proforma Invoices both in Retail and Corporate Customers

· Customers Sales Service (Retail)

· Filing and Encoding
AMA Computer College-East Rizal

AMA Phillipines

HR – Assistant

February 2012-May 2014

Duties:
· Summarizes the timekeeping of the employee for payroll

· Responsible for the posting of company benefits such as Social Security System and Philhealth

· Responsible for recruitment
· Monitor the attendance 
· Encoding and Filing 

· Execute the other task as required
Nissan- Car and Recreational Vehicles Inc. (CRVI)

Philippines

Customer Relations Assistant (Reliever)

November 2010-January 2011

Duties:
· Make an appointment for Car Servicing

· Post-After Service phone calls for feed back 

· Make a CRD to After Service Report

· Receptionist

· Filing

· Execute other task as Required 
Mind Care Developmental Academy Inc.

Rizal Philippines

June – October 2010

Duties:

· Prepare the classroom ready for lessons

· listen to children read, reading to them or telling them stories

· Helps children who need extra support to complete tasks

· Helps teachers to plan learning activities and complete records

· Supports the  teachers in managing class behavior
· Supervises group activities

·  Looks after children who are upset or have had accidents

·  Clears away materials and equipment after lessons

· Helps in outings and sports events

· Carries out administrative tasks.

Philippine Center for Indigenous Missions
Rizal Philippines
Volunteer Work


Duties:
· Encodes correspondence and other documents relative to the work

· Files  important documents 
·  Performs computer jobs and other internet access tasks

· Assists the seminar facilitator 

· Execute other task as required

SKILLS


 Proficient with MS Word, MS Excel and PowerPoint

 Has knowledge in Ubuntu OS and Libre Offices


 Has a basic knowledge in Tally and Quickbooks (Accounting Software)

 Internet Literate

 Has knowledge in facilitating activities for Group Dynamics and Retreats

 Playing Guitar and Keyboards 
PERSONAL DETAILS

Age:



26 years old


Birthday:


October 26, 1989


Birthplace:


Sampaloc, Tanay, Rizal 


Civil Status:


Single


Religion:


Baptist


Height:



4’11 feet


Weight:



148 lbs
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