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To take on a challenging career with an enterprising and dynamic organization where I can grow, learn and leverage my technical skills and experience to deliver world class support.


Company:
Social Light Inc.
Address:
Manila, Philippines
Position:
Administrative Coordinator / Purchasing Officer 

From January 2013 to November 2015
Work Duties and Responsibilities:
Administrative Support
· Provides office admin support and receptionist services
· Receives and responds to all incoming and outgoing email communications in behalf of the company

· Respond to phone calls using PABX phone lines

· Sort and distribute incoming mails and packages to staff, and dispatch outgoing mails

· Set appointments and meetings between the company’s CEO, Accounts Manager and clients 

· Manages invoicing and billingfor recording using the Xeroweb-based Accounting system  

· Maintains supplies inventory by tracking delivery, office use, requests, and purchases

· Manages Mustard Seed System to track employee Biometric time and attendance system

· Ensures operation of equipment by completing preventive maintenance requirements; calling 

for repairs; evaluating new equipment and techniques
· Operate a range of office machines such as photocopiers, computers and faxes.

· Handles router inventory tracking
Purchasing:
· Manage Inventory and Suppliers List

· Single point of contact for all office needs

· Negotiate and recommend execution of contracts for the purchase of supplies, services and equipment
· Handle end to end purchasing cycle as seen on purchasing flow matrix document

· Keep informed of current developments in the field of purchasing, prices, market conditions and new products
· Supervise the inspection of all supplies, services and equipment purchased to insure conformance with specifications.

· Maintain a bidders’ list, vendors’ file, and such other records as are needed for the efficient operation of the purchasing function.

Sales Administrative Support

· Recording prospects leads in CRM.
· Performs daily telemarketing (calls to possible prospects/leads)
· Follow-up contract signing and negotiations
· Maintains professional and technical knowledge of company product

Records Management
· Ensure all documents are properly saved in drop box
· Consolidation and update of databases (clients)
· Manages office filing system
· Handles office forms and official documents
Onboarding New Hires
· Prepare new-hire kits and requirements
· Prepare training plans
· Prepare Schedule
· Prepare logistics

Bachelor of Science in Computer Engineering

University of the East, Manila Philippines




2008-2013

· Knowledgeable in the use of CRM system (Vtiger)
· XERO web-based Accounting system

· Mustard Seed employee Biometric time and attendance system

· Proficient in programming C, C++, Visual Basic, MYSQL, Java, Database
· Automatic Computer Aided Drafting (AUTOCAD) 2D 2011
· PCB Design / Circuits Design
· Sketch-Up
· Competent in MSOffice, Microsoft Excel, PowerPoint, Outlook & Internet use
· DropBox

· Google Docs, Google Calendar and Google Drive

· Birth date:

April 4, 1991
· Age:


24 years old
· Civil Status:               Single

· Height:

5’4
· Weight:

110 lbs.
· Nationality:

Filipino
· Religion:

Roman Catholic
· Visa Status:

Tourist
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