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To join an organization and to obtain a position where I can maximize my multilayer of management skills, customer service and ability to work well with people.

2005 - 2009 
Development for Advanced Technology Achievement College
City of San Fernando, Pampanga Philippines



Bachelor of Science in Computer Science




Major in Programming

2000 - 2004

Saint Pius X Insitute



Cuyapo, Nueva Ecija, Philippines



High School Diploma


October 6, 2014 – January 29, 2016  
OFFICE MANAGER, I-Learn Professional Solutions, Inc.



Malate Manila Philippines
· Coordinating all clerical staff.

· Utilizing Maintaining office equipment & arranging any repairs or replacements office equipment effectively.

· Creating and implementing new administrative systems. 
· Reporting on office performance to president and senior managers.
· Carrying out staff appraisals, managing performance & disciplining staff.
· Handles customer inquiries or complaints.

· Coordinating to all the resource speakers.

· Receiving Sales or payment from clients.
· Monitoring sales and make sure that monthly quota was reached.

· Handling seminar on customer service for all of the staff.
January 3 – September 15, 2014 
OFFICE MANAGER,BusinessCoach, Inc.



San Juan City, Philippines

· Coordinating all clerical staff.

· Utilizing Maintaining office equipment & arranging any repairs or replacements office equipment effectively.

· Creating and implementing new administrative systems. 
· Reporting on office performance to president and senior managers. 
· Carrying out staff appraisals, managing performance & disciplining staff.
· Handles customer inquiries or complaints.

· Coordinating to all the resource speakers.

· Receiving Sales or payment from clients.
· Monitoring sales and make sure that monthly quota was reached.

· Handling seminar on customer service for all of the staff.

June – December 2013

ASSISTANT MANAGER, Businesscoach, Inc.

· Coordinating all clerical staff.

· Utilizing Maintaining office equipment & arranging any repairs or replacements office equipment effectively.

· Creating and implementing new administrative systems. 
· Reporting on office performance to president and senior managers. 
· Carrying out staff appraisals, managing performance & disciplining staff.
· Ordering stationery, office equipment and furniture as required.
· Handles customer inquiries or complaints.
· Coordinating to all the resource speakers.

· In-charge in Issuance of Official Receipt.

· Receiving Sales or payment from clients.

December 2011 – June 2013   
OFFICE STAFF / SEMINAR COORDINATOR / RECEPTIONIST,BusinessCoach, Inc
· Answering phone calls (inquiries  and reservation)
· Receiving letters and other documents and deliver it to the designated person.
· Coordinating to all the resource speakers.

· In-charge in Issuance of Official Receipt.

· Receiving Sales or payment from clients.

· Assisting Clients/ Attendees before, during and after the seminar.
· Receiving phone calls and reroute to designated person.

· Tracks all incoming and outgoing mail or documents.
November 2009 – April 2010  
CASHIER (Department Store), Landmark Trinoma

July – October 2009


OUTBOUND TELECOLLECTOR,BayantelCubao
May – November 2004
CASHIER, Jollibee Angeles


· Reliable & trustworthy

· Multi-tasking

· Highly Trainable

· Can Work Under Pressure

· Computer Literate

· Knowledgeable in Microsoft Programs/ Applications and Adobe Photoshop

· Fast Typist – 35-40 wpm

· Adapt well to changes in the Workplace
· Goal and Detail Oriented

· Service Oriented
· Excellent in time management
· Well Organized

1. Customer Service  Training – March 2015
2. Advanced Supervisory Skills Training – May 2015
3. Effective Office Administration – July 2015

· Born on October 12, 1987 (28 years old), Cuyapo Nueva Ecija
· Married
· Can Speak English, Tagalog, Kapampangan and Ilocano
· 5’7’’ (height)
Visa Status: Tourist
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