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CAREER OBJECTIVE

Experienced Administrative Assistant with a degree of Computer Engineering, aspiring to be a leader in a success focused organization within a Customer Service, Sales/ IT industry; where I can share and develop my work and life experiences, knowledge, skills and talents for the benefit and growth of the company.
PROFESSIONAL EXPERIENCES
Admin Assistant | January 2014 –November 2015
Meiken International Consumer Goods Inc.
· Welcomed clients/ guests in person and arranged meeting venues.

· Prepared company gifts for clients/ suppliers.

· Resolved customer inquiries and concerns on products and orders via phone and email.

· Ensured sufficient stock of office supplies.

· Delivered flexible assistance to the sales team for faster completion of tasks.
· Provided purchase and sales order templates.
· Performed bank and government transactions if needed.

· Prepared ID templates and enrolled new employees on biometric system.

· Designed promotional tools like promo bundle stickers, etc.
· IT Support
· Utilized and maintained older PC’s for better performance.

· Deployed new and old computers, printer and other IT devices per department.
· Installed and configured Windows operation system, anti-virus and other essential software.
· Managed and performed troubleshooting on computer server, network, and printer-related issues for smooth flow of operations.

· Provided IT solutions to user requests and concerns to avoid delay on completion of tasks and projects.

· Coordinated with agencies for urgent/ monthly general maintenance.

· Ensured that computer devices, programs and other software are up to date.

· Download biometric system data for payroll purposes.

· Performed computer and network device cabling for expansion and repair.

· Maintained regular computer/server back-up for reference and system recovery.
· Logistics

· Amplified the number of deliveries done per day by 40%.

· Maximized the use of delivery trucks by proper scheduling and coordination from delivery to pick-up.
· Ensured sufficient stock is available to cover customer orders and that stocks are delivered to customers on time.
· Assisted truck drivers when delivery concerns arise.

· Timely follow-up and coordination with importation agents, truck driver and warehouse staff to ensure delivery and receiving of incoming shipments.

· Performed processing of return-to-vendor items.
· Delegated other logistic tasks to colleagues when needed.

· Provided daily, weekly and monthly report on deliveries.
· Inventory
· Performed inventory control to ensure optimal inventory levels.
· Prepared and submitted inventory control reports to supervisor.
· Ensured stocks passed quality standards and released in FIFO process.
· Monitored and purchased barcode sticker supplies for particular items required by customers.
· Worked with warehouse personnel for monthly physical inventory.

· Data Entry

· Contributed to the migration project for the ERP system from SAP to Microsoft Dynamics GP software.

· Maintained and verified records of new and existing customers, items, pricelist in the system to ensure correct and reliable data.
· Processed daily sales invoices and purchase orders.
· Input of shipment orders and invoices

· Performed extraction of picking tickets of orders for basis of delivery preparation in warehouse.
Waiter | January 2013 – December 2013
Sizzling Plate
	

	


· Greeted guests and made them feel comfortable.

· Learned menu items and be able to describe them appropriately to guests.

· Take beverage and food orders.

· Delivered beverages and food in a timely manner.

· Checked-in with guests to ensure that everything is going well.

· Refilled beverages throughout the meal.

· Worked with other servers and be a team player.

· Cleared the table during and after guests’ meal or as required

· Served food and beverages to guests and ensured their comfort and convenience

· Stocked service area with supplies such as coffee, food, tableware, and linens

· Thanked the guests and made them understand that their visit is valuable.

· Adhered to work policies and grooming standards.

Waiter/ Server | May 2012 – December 2012
Saint John’s Bakeshop and Restaurant

· Greeted customers and present menu.

· Suggested food and beverages to the customer and also try to upsell.
· Listed and prepared customer’s order.

· Served food and beverage to customer and other requests.

· Being observant to ensure customer satisfaction with the food and service.

· Worked with other servers.

· Bussing out tablewares and prepare tables.
· Collected payments from customers.

· Prepared checks that itemize and total meal costs.
· Thanked the guests and made them feel that their visit is valuable.

· Adhered to work policies and grooming standards.

CERTIFICATES/ PROFESSIONAL TRAININGS
Food and Beverage Service NCII | October 2013 – December 2013
Granary Barista Academy and Assessment Center
Baguio City, Philippines
Career Service Professional Eligibility | October 21, 2012
Civil Service Commission

Lagawe, Ifugao, Philippines

EDUCATIONAL BACKGROUND
Bachelor of Science in Computer Engineering  | June 2007 – May 2012
AMA Computer College Baguio Branch
Baguio City, Philippines
SKILLS
· Customer Service
· MS Office, Microsoft Dynamics GP 2013
· Desktop, printer and network troubleshooting
· Knowledge on Active Directory and Windows server
· Computer Networking
· Adobe Photoshop

· Time-management

· F&B
HOBBIES AND INTERESTS
T-shirt logo designing, coffee art design, mountain hiking, listening to music, watching movies, playing basketball, playing guitar.
