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Job Objectives: 
Seeking a challenging position wherein I can utilize my knowledge and skill and to be part of one prestigious company in line with high standard, quality service and proven integrity and success.

• Seven years of dedicated work experience in performing general office tasks
• Hands on experience in devising, implementing and maintaining core office systems
• Skilled in providing clerical and administrative support to all departments as per policies
• In depth knowledge of managing inventory and filing systems and maintaining liaisons with various internal and external agents

• Ability to communicate effectively
• Excellent organization and multitasking skills
• Detail oriented with efficient time management skills
RELEVANT SKILLS & EXPERTISE
• Word  

• Excel 

• PowerPoint  

• Lay outing

• Filing  

• Dictation  

• Recordkeeping  
• Driving
WORK HISTORY:
June 2015 – December 2015
Congeeville Food Cart –   Philippines

· Manager

· Organizing stocks and equipments and ordering supplies

· Planning and working on budgets

· Training, motivating and encouraging staffs to achieve targets

· Working to ensure standards of hygiene are maintained

· Ensuring high standards of customer service are maintained

October 2012 – May 2015
Cherished Moments School,   Philippines

· School Secretary

· Types letters, correspondence, and schedules

· Photocopy exams and paperworks

· Make bank deposits, collect tuition, crediting students’ accounts
· Answers the telephone, transfer calls, and take messages
· Handles inquiries from parents. Receive calls from parents of absent children and track attendance. 
· Update both the school calendar and records of students and employees
· Lay outing school programs / invitations

· Take charge in filing SSS Contributions, SSS Loans, Philhealth, and Pag-ibig Contributions and Pag-ibig Loans

· Orders and distributes school supplies

· Operates computer, fax machines and risograph machines

· Perform light bookkeeping tasks
· Create and maintain spreadsheets and handbooks
·  Managed data entry and record keeping activities
September 2011 – September 2012

Farmout Central Inc. –   Philippines

· Call Center Agent

· Accept inbound calls and document the customer's profile in the company's database.
· Chat support agent answers customer’s concerns and help them solve issues faster, in real time through online chatting.

February 2005 – March 2010
Cherished Moments School  Philippines
· School Secretary
· Types letters, correspondence, and schedules

· Photocopy exams and paperworks

· Make bank deposits, collect tuition, crediting students’ accounts
· Answers the telephone, transfer calls, and take messages
· Handles inquiries from parents. Receive calls from parents of absent children and track attendance. 
· Update both the school calendar and records of students and employees
· Lay outing school programs / invitations
· Take charge in filing SSS Contributions, SSS Loans, Philhealth, and Pag-ibig Contributions and Pag-ibig Loans

· Orders and distributes school supplies

· Operates computer, fax machines and risograph machines

· Perform light bookkeeping tasks
· Create and maintain spreadsheets and handbooks
·  Managed data entry and record keeping activities
January 2002 – June 2002                  

Hitachi Computer Products Asia Corporation (HICAP),   Philippines
· Quality Control Analysis Operator

· Developed, implemented, and maintained quality control systems

· Specified implementation of standards, methods, procedures for inspection to achieve product quality and accuracy

· Performed regular monitoring of all cleanroom production lines, analyses the results and recommends corrective actions where appropriate

December 2000 – May 2001

Fairmart Cubao –  
· Saleclerk

· Assists costumers

· Dusts and cleans merchandise and shelves

· Maintains displays

· Conducts inventory in accordance with standard procedures

November 1997 – March 1998

Shoe Square   Philippines
· Checker

· Checks merchandise
· Conducts daily inventories

· Maintains area in clean and orderly condition

· Performs other related  duties as assigned like assisting costumers

November 1996 – February 1997
SM Cubao –   Philippines
· Salesclerk

· Assists costumers

· Dusts and cleans merchandise and shelves

· Maintains displays

· Conducts inventory in accordance with standard procedures

TRAININGS ATTENDED:
Encoding Training
Tesda Training Center Lingayen,  

August 2001

On the Job Training 
Social Security System (SSS)  

July 1999 – November 1999

ACHIEVEMENTS:  

· Career Service Subprofessional Examination Passer

 (October 2002, 82.82%)

· Class Salutatorian
 
(Elementary, 1989)

EDUCATIONAL BACKGROUND:
College Education                     AMA Computer Learning Center  
Computer Programming (1998-2000)

Secondary Education               Mangaldan National High School


   Pangasinan (1989-1993)

Primary Education                    Guesang Elementary School


   , Pangasinan (1983-1989)

Preschool                                  Cinderella Kindergarten School


      , Pangasinan (1982-1983)

