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SUMMARY:

 * Experienced in Admin Assistant
   
 * Experienced in field Marketing

   
 * One year experience in Hardware

  
 * Self Motivated

   
 * Computer literate

   
 * Speaks in English, Tagalog, and Cebuano

WORK EXPERIENCE:

Position
    : Administration Executive/ Executive Secretary

Company
    : The Palawan Bank (Palawan Development Bank, Inc.
Date

    : September 2014- March 2016
RESPONSIBILITIES:    
* Performs secretarial functions by keeping custody of the company’s confidential and daily files and records.
* Performs receptionist functions

* Handles quotations, invoices, payments, collections and other financial matters involving the operation of the company.

* Answer all incoming calls and handle caller’s inquiries whenever possible, distribute and send internal and external mails. 
* Re-direct calls as appropriate and take adequate messages when required.

* Directs customers and visitors to company location and to concerned staff personnel.

* Greet, assist and/or direct visitors.

* Performs other functions related to the good operation of the company.
* Accurately and efficiently process and record routine transactions for bank customers       including cashing checks, accepting deposits and withdrawals, processing loan payments and money transfers. 

 * Promote and advise on the bank's products and services

       *Resolve customer complaints, guide them and provide relevant information.

       *Keep reports of transactions.
        *Assisting with all aspects of administrative management
Position    
    : Marketing Staff
Company           : Big Brother Home Depot Inc.
  
Date

    : May 20, 2013-August 30, 2014
RESPONSIBILITIES:    
   
  * Attend Bidding (Private and Government Agencies)
  * Promote and advise on the bank's products and services
   
  * Receive Orders and compute materials needed

   
  * Provides materials status and information to the customer

   
  * Coordinates and follow-up with the suppliers for delivery schedules

   
  * Make alternative solution when it comes to material problems

   
  * Pick-up the payments of the customers

ON-THE-JOB TRAINING:

  * Big Brother Home Depot Inc.

     Panadtaran San Fernando, Cebu

     October-February 2013

SEMINARS ATTENDED:

  * Building and Uniting Camaraderie among Youth Leaders

     St. Catherine’s College

     Carcar City, Cebu

     July 28, 2012

  * Providing Excellent Customer Service

     St. Catherine’s College

     Carcar City, Cebu

     February 7, 2012

  * Direct Selling: Business On The Go

     St. Catherine’s College

     Carcar City, Cebu

     February 21, 2011

  * Quality Performance: Key to Entrepreneurial Growth

     St. Catherine’s College

     Carcar City, Cebu

     February 17, 2010

PERSONAL DATA:
  * Age:

23

  * Sex: 

Single

   
  * Nationality: 
Filipino

   
  * Religion: 

Roman Catholic

   
  * Civil Status: 
Single

   
  * Birth date:

 December 15, 1992

   
  * Height: 

5'5"

   
  * Weight: 

60 kg’s

EDUCATIONAL BACKGROUND:
  * Tertiary:  Bachelor of Science in Business Administration major in Marketing Management

                                St. Catherine's College

                                Carcar City, Cebu

                                (2012-2013)

              * Secondary: Carcar Academy

             
         Carcar City, Cebu

                                (2008-2009)

              * Primary: Upland Elementary School

                    
         Carcar City, Cebu

                                 (2004-2005)
