OBJECTIVE: 
To be an active employee who contributes to the Mission, Vision, and Values of the company, and to interact, on a professional level with other employees. To give excellent performance, Loyalty and to translate my experience, knowledge, skills and abilities into value for the organization.
Qualifications Summary
Administrative skills:

· Knowledgeable in using MS OFFICE (MS Word, Excel, PowerPoint etc.) 

· Desktop publishing, inventory control, records management, supervisory and accounting skills
· Highly skilled in greeting visitors, determining nature of business and directing to concerned person

· Able to give accurate and detailed information to visitors

· In-depth knowledge of typing correspondences, reports and other documents
· Proven record of answering telephone, giving relevant information to callers and routing calls to appropriate individual
· Demonstrated ability to schedule appointments and meetings
· Well versed in taking and compiling minutes of meetings
· Thorough understanding of making copies of printed documents, and filing correspondences, reports and records
· Quick at compiling and typing statistical reports and charts
· Adept at arranging travel schedules and reservations
· Computer: Extremely proficient in Microsoft Office applications
· Communication: Able to work and converse efficiently with all levels of colleagues, clients and other external contacts

EDUCATION: 

BACHELOR OF SCIENCE DEGREE, NURSING, Saint Michael’s College 
of Laguna – 2011
PROFESSIONAL EXPERIENCE:

Junior Associate

View Source Trading Philippines

August 2012 – September 2013
Job Description:
· Staff Tracker 

· Drafting and sending email reminders for safety monitoring

· Provide information on procedures and company policies

· Handle clients questions, complaints queries and issues

· Checking and verifying travel forms submitted by the staff

· Filing the required documents for company, partner, managers and directors accreditation with different government regulatory bodies.

· Coordinate with different department to accomplish the given task. 

· Monitoring company ethics regulations.
Executive Assistant / Receptionist
View Source Trading Philippines

July 2011 – August 2012
Job Description:
· Managing the day-to-day operations of the office
· Organizing and maintaining files and records
· Planning and scheduling meetings and appointments
· Managing projects and conducting research
· Preparing and editing correspondence, reports, and presentations
· Making travel and guest arrangements
· Providing quality customer service
· Working in a professional environment
· Assists the Marketing Department in maintaining the client list 

· Assists the Personal Management Department in collection follow ups

PERSONAL INFORMATION
· Age: 25 years old
· Date of Birth: April 27, 1991
· Gender: Male
· Civil Status: Married
· Height:
5’9’’

· Nationality: Filipino

· Religion: Christian
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