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 JOB OBJECTIVE:
To obtain a position that will enable me to use my strong organizational skills and ability to work well in a people oriented company where advancement is based upon skills and contribution.
EDUCATIONAL BACKGROUND:
Bachelor of Arts in PHILOSOPHY

University of San Carlos – Cebu City

Graduated 2005

Holy Cross of Davao College

1997 -  2001 High School

Holy Child School of Davao

1991 - 1997 Tertiary

WORK EXPERIENCE:
 ADMINISTRATION OFFICER –  April 2011 to 2012
Robinsons Supermarket Abreeza Ayala Malls.
J.P. Laurel Avenue Bajada, Davao City

Employee Position:

· Directly reports to Mall Manager in administratively handling of official documents and direct supervision to Security and Housekeeping staff.
Office Administration:
· Ensures Mall rules and regulations are observed by tenant and business affiliates to keep up customer satisfaction.
· Performs planning to acquire logistical requirements in implementing administrative activities.
· Ensures mall tenant’s billing statements are released on time and consecutively monitors its collections.
· Handles update and settlement of utilities, contracts and manpower service billings.
· Monitors usage of office supplies and replenishments.
· Secures all Mall facilities and equipment are well maintained and properly kept in coordination with the Mall Engineer.
· Performs technical support to Marketing events in terms of Programming and Audio Setup.
Security:
· Ensures security measures and control procedures in the premises at all times to avoid property losses and other related concerns.
· Monitors performance of Mall security personnel.

· Ensures compliance to Mall Security policies and standards.

Housekeeping:

· Ensures Mall is properly maintained and tidy at all times.

· Monitors and evaluates performance of Housekeeping staff.

· Ensures 100% staffing of housekeeping personnel.

OPERATIONS ASSOCIATE – 2007 to 2011
Matina Town Square – Mindanao’s entertainment and cultural landmark.

Owned and Developed by JFM Development Corporation.

McArthur Hiway, Matina, Davao City

· Implements periodic inventory of Lights and Sound Equipment.

· Controls finance and budgeting for nightly operation expenses.

· Regulates and monitors monthly Preventive Maintenance and training programs.

· Ensures safety and order in coordination with security services on night operations.

· Supervises Lights and Sound Personnel in terms of technical support and programming.

· Coordinates with Sales and Marketing to generate income from rental of equipment, venue and other resources for events.

PROJECT STAFF – 2005 to 2007
JFM Development Corporation 

Juna Subdivision Matina, Davao City

· Performs project cost evaluation and assistance to leasing matters.

· Ensures proper warehousing, inventory and monitoring of contracted personnel.

· Coordinates with Engineering services for proper administering and delegating task to contracted personnel.

APTITUDES:
· Computer Skills; Word, Excel, Office, PowerPoint, Basic Photoshop and Basic HTML.

· Effective Communication Skills; both Verbal and Written

· Transferrable Skills; Teamwork, keeping deadlines, proactive, purpose and results-driven, public speaking, success-oriented, hardwork and dedication.

· Leadership and Organizational Skills; as chronicled by the 4 years supervisory level of employment. The skills are brought about by the dynamics and structure of the company.

· Driving Skill; with a professional Driver’s License. 

INTERESTS:
· Browsing the internet -  Wikipedia, Google, Yahoomail, Facebook.
· Softwares – utorrent, adobe photoshop, corel paintshop, limewire.
· Reading – Newspapers, Magazines, Manuals.
· Music – Guitar, Drums, Mp3 , itunes, sound mixing console.
· Photography and documentation.
· Sports – basketball, tennis.
· Movies, Cars, Food, Travel.
