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OBJECTIVES
To pursue a highly rewarding career, seeking for a job in challenging and healthy work environment where I can utilize my skills and knowledge efficiently for organizational growth.
POSITION DESIRED
ADMINISTRATIVE STAFF/ HR STAFF / ACCOUNTS STAFF / SALES COORDINATOR
WORK HISTORY
Company
: LEUTERIO REALTY AND BROKERAGE
Location
: Cebu City, Philippines
Date
: July 2015 to present
Position
: International Property Investment Endorser ( part time agent only )
Duties and Responsibilites :
· Help clients buy property, sell property, or rent property. This could be single family homes, land, condos, or businesses. 
· Perform duties such as study property listings, use websites and flyers to describe properties, post pictures of the property, setting up open houses of properties on the market. 
· Interview prospective clients to find out what kind of property they want and what they are willing to sell or pay, and any specific amenities they are seeking and to find properties that suit the client's needs. 
· Accompany clients to property site, discuss conditions of sale, and draw up real estate contracts. Includes agents who represent buyer. 
Company
: I-NICHE IT SOLUTIONS LLC
Location
: Bur Dubai, Dubai, U.A.E
Date
: November 2008 – May 2015 ( company closure)
Position
: ADMIN & HR ASSISTANT/SALES COORDINATOR / ACCOUNTS ASSISTANT
Achievement Award  : Best Employee of the Year 2013
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Duties and Responsibilites :
Administrative Function :
· Responsible for providing administrative support to ensure efficient operation of the office. 
· Directly reporting to the Managing Director / Owner 
· Support managers and employees through a variety of tasks related to organization and communication and ensuring that all administration tasks are completed accurately and delivered with high quality and in a timely manner. 
· Organize and schedule meetings and appointments 
· Regularly check and update office supplies/ Inventory of office supplies 
· Assists sales staff in maintaining files and databases 
· Prepares reports, presentations, memorandums, proposals and correspondence 
· Schedules appointments and meetings for executives and upper level staff 
· Maintain orderly and cleanliness in work premises. 
· Answer, screen and forward any incoming phone calls while providing basic information when needed 
HR Functions :
· Assisting the HR in all HR works 
· Preliminary screening of job applicants / sorting out applicants 
· Administer salaries and determine leave entitlements 
· Conduct orientation programmes for new employees 
· Process employment visa for newly hired employees and visa cancellation for resignees 
· Be involved in preparation of job descriptions, staff assessments and promotions 
· Update manpower – Vacancies, Resignees, Terminations and Dismissal 
· Prepare Daily Attendance Report and Monthly Report for Payroll 
· Maintaining Employee Database ( with strict confidentiality ) 
· Monitoring Daily Attendance, Lates, Leaves, Leave Entitlement 
Accounts Functionsk:
· Petty Cash Custodian 
· Monitor customer account details for non-payments, delayed payments and other irregularities 
· Maintain accounts receivable customer files and records 
· Follow up payment s- communicate with customers of payment via phone, email, 
· Prepares Sales Order / Quotes / Sales Order / Invoicing 
· Prepare Daily Sales Report / Monthly / Quarterly Sales Report 
· Updating Sales & Stocks Inventory 
Sales Coordinator/ Logistic Functions :

· Helps contribute to customer satisfaction by ensuring the accuracy and timely processing of orders. 
· By supporting sales representatives and coordinating sales-related activities within the company, they contribute to achieving sales targets. 
· Handle orders  and prepare Quotes and contacting customers to resolve any queries. 
· Process and input orders to the system , prepare SO /PI/Invoices/DO/COO and ensure that orders are processed in line with customers’ delivery requirements. 
· Inform customers of any delays and arrange alternative delivery dates. 
· Handles the shipment both import/export. 
· Supervises the delivery driver in daily local deliveries to ensure that they are scheduled and sent out on time. 
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Company
: MEGA FINANCING INC
Location
: Cebu City, Philippines
Date
: December 1999 to September 2007
Position
: LOAN OFFICER
Duties and Responsibilites :
· Approve loans within specified limits, and refer loan applications outside those limits to management for approval. 
· Meet with applicants to obtain information for loan applications and to answer questions about the process. 
· Analyze applicants' financial status, credit, and property evaluations to determine feasibility of granting loans. 
· Explain to customers the different types of loans and credit options that are available, as well as the terms of those services. 
· Obtain and compile copies of loan applicants' credit histories, corporate financial statements, and other financial information. 
· Review and update credit and loan files. 
· Examined , monitored delinquent accounts for reviews. 
· Contacted delinquent account holders for persuading to close the loan accounts. 
· Ensured all payments and credit clearances are made on time. 
· Supervises CI’s and Field Collectors 
· Handling legal matters in preparing/filing cases for delinquent accounts and assist our Legal Counsel in every court appearances 
· Facilitate customers needs, complaints and past due settlement 
Company
: KAJIMA-SUMITOMO JOINT VENTURE
Location
: Cebu City, Philippines
Date
: September 1996 to October 1999
Position
: HR ASSISTANT
Duties and Responsibilites :
· Assist in determining manpower requisition both internal and external sources 
· Sorting out applicants and conduct preliminary interviews. 
· Conducts employment testing ( psychological and actual testing ) 
· Prepares pre-employment and post employment requirements. 
· Update manpower – Vacancies, Resignees, Termination and Dismissal 
· Employee relation – needs and complaints 
· Update employment status – contractual, probationary, regularization, promotion, and salary adjustments 
· Employees Compensation and Benefits 
· Prepares SSS, BIR, DOLE Reports 
Company
: FILCAN LENDING
Location
: Cebu City, Philippines
Date
: Aug. 1994 – Aug. 1996
Position
: OFFICE IN CHARGE (Promoted after One Year)
DOCUMENTATION / RELEASING CLERK
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Duties and Responsibilities :
· Prepares SSS, BIR, DOLE Reports 
· General Office Administration 
· Directly reporting to the Owner 
· Take charge of Delinquent accounts 
· Facilitates customer’s needs, complaints and past due settlements 
· Screening CI Report / Making Loan Approval 
· Prepares loan documents - check and cash vouchers for loan releases 
· Encode reports – collectibles and collectors report 
· Incharge of Loan releasing 
SPECIAL SKILLS
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	Excellent oral and written communication skills
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	Detail oriented and works with a high degree of accuracy
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	Highly organized and flexible
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	Ability to multitask and meet changing deadlines
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	
	Highly motivated self-starter who takes initiative with minimal supervision.
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	
	Maintains staff confidentiality
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· Working knowledge of email, Microsoft offices (word, excel, powerpoint )  
	PERSONAL DATA
	
	

	Age
	:
	42 yrs. Old

	Birthplace
	:
	Makati, Metro Manila, Philippines

	Birthdate
	:
	October 07, 1973

	Civil Status
	:
	Single

	Citizenship
	:
	Filipino

	Religion
	:
	Christian

	
	
	

	Visa Status
	:
	Tourist Visa 


EDUCATIONAL ATTAINMENT
June 1990 – October 1994
:
Bachelor of Science in Computer Science
University of San Jose Recoletos
Cebu City, Philippines
REFERENCES
AVAILABLE UPON REQUEST
I hereby certify that the above information is true and correct with the best of my knowledge and belief.
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