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Desired Job:
Sales Admin Staff/Coordinator / Logistic Assistant / Office Staff
Objective:
To obtain a challenging position that will utilize my skills and experiences and which will also provide me with the opportunity for growth and advancement.

Knowledge, Skills and Abilities:
· Strong MS Office Skills- MS Excel (Pivoting, V-look up) PPT, Word
· Strong Customer service focus

· Superior attention to detail and accuracy
· Can perform assigned task with less supervision.

· Able to deal with people with tact and professionalism

· Capability of working under time pressure 
· Hardworking & Flexible
Working Experience:
Sales Admin Staff
ALTIMA ADVERTISING CO. INC. (Sprint Asia Logistics Inc.)
3993 R Magsaysay Blvd STA Mesa, Bgy 586, Zone 057 Sampaloc, Manila, Philippines
25 JUNE 2013 to 17 APRIL 2015
Duties & Responsibilities:

· Accepting Purchase Order(PO)

· Checking the available products in Daily Inventory

· Prepare the data for a Purchase Order(PO) need to open in the system

· Prepare the Products and the PO

· Give the items to the Delivery Teams and deliver to the customers around Manila, Philippines, if in province get the schedule of tracking and schedule to deliver it.
· Call the customers to confirm if they already received the items.
· Send daily Sales Report and updated inventory/weekly/monthly/yearly
· Updating account receivables per clients

· Call clients for payment collections

· If there’s a collection give Sales Invoice and OR

· Do Weekly Inventories

· Order the office supplies monthly
· Petty cash liquidation for the whole week/month

· Fillings for the whole weeks orders

· Deposit money/checks to banks

· Request Parts/inks/media/machines
EDUCATIONAL BACKGROUND

Tertiary:
Bachelor of Science and Business Administration

Major in Marketing
Northern Quezon College, Inc.

               
Brgy. Comon Infanta, Quezon

S.Y. 2009-2013

PERSONAL PROFILE

Date of Birth       
: 28 July 1992  
Nationality

: Filipino
Status

: Single
Height                 
: 5’0”

Weight

: 88 lbs.
Religion

: Catholic

