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OBJECTIVE

To work with an organization offering a dynamic and professional environment which will help to achieve the goals of the organization and simultaneously enhance my skills and knowledge & enable to grow professionally with the organization.
STRENGTHS
· Customer Relations Management 
· Computer Literate
· Can work independently or with supervision

EDUCATION

Bachelor of Science in Computer Science



              April 5, 2015
Don Mariano Marcos Memorial State University
Agoo, La Union, Philippines

PROFESSIONAL EXPERIENCE

On-The-Job Training                                                                    
           March 29, 2014 – April 29, 2014
Municipality of Tubao

Tubao, La Union, Philippines
Councilor’s Office (Secretary)





           April 4, 2015 – October 10, 2015
Municipality of Tubao
Tubao, La Union, Philippines




Sales Associate                                                                                                November 9 2015 – Feb. 29, 2016
SM Baguio City 
Baguio, Philippines
AREAS OF EXPERTISE

Administration

·  Provide accurate, efficient and committed office work support to the senior management.

· Manage the routine office management functions, deal with clients and visitors and maintain corporate relations. 
· Sort out all incoming / outgoing mails and correspondence on the base of urgency, priority, confidentiality or routing to facilitate quick and efficient service to the concerned.

· Maintain proper records of incoming and outgoing correspondence and the file documents and letter in a systematic manner and keep all assigned files up-to-date.

Customer Service

· Respond to customer enquiries and problems by providing information or directing requests.

· Ensure that customer problems and complaints are handled professionally, effectively maintained at a minimum level and resolved up to the highest level of customer satisfaction.

· Extend and confirm services in accordance with the company standards and practices.

PROVEN JOB ROLE

Councilor’s Office (Secretary)
 - Municipality of Tubao
· Perform a wide variety of executive secretarial and administrative duties.

· General administrative and clerical support.

· Prepare letters and documents on related fields of business.
· Post box checking receives and sort mail and hand over to the concerned person.

Sales Associate - SM Baguio City, Philippines
· Making the daily sales summary form and any detailed report for the clerical reports of the shop.
· To provide good customer service.
· Awareness of stock availability.

· Cleanliness of the area should always be done. 
· Abide by company rules and regulations.
· Make a call to update customers for the received deliveries and more sizes. 

IT SKILLS

MS Office (Word, Excel, PowerPoint and Outlook Express), Adobe Photoshop, After Effects, Internet and E-mail applications

PERSONAL DETAILS

Nationality

:
Filipino
Date of Birth

:            May 12, 1995
Marital Status

:
Single

Languages

:
Ilocano, Tagalog & English
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