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MELODY 








AREAS OF EXPERTISE


Customer Service


Reception Support


Administrative Support


Ability to multi-task and meet deadlines


Filling 


PERSONAL SKILLS 


Time Management 


Proactive and assertive


Flexible 


Approachable 


COMPUTER SKILLS


Word 


Excel


PowerPoint 


Outlook


MYOB 


SAP 


KEYSKILLS & COMPETENCIES


Excellent in working in Microsoft Office


Punctual and Reliable 


Ability to cope and work under pressure. 


Having a patient outlook


Ability to priorities the tasks. 








PERSONAL SUMMARY





A highly resourceful, flexible, innovative and enthusiastic individual who possesses a considerable amount of knowledge regarding administrative and office procedures. A quick learner who can absorb new ideas and is experienced in coordinating, planning and organizing a wide range administrative activities. Now looking for a career advancement opportunity with a company that will allow me to develop my skills, knowledge and ability through challenging roles and activities. 





HIGHEST QUALIFICATION 





Degree:	Bachelor of Science in Office Administration                                                                                                                                                     Stream:	Computer Secretarial Education			 Institution:	Colegio de Sta. Monica, Polangui Albay                                      Year:		2005 to 2011





PROFESSIONAL EXPERIENCE





1.  Cleaning Services LLC – United Arab of      Emirates	


Secretary cum Admin.            (Jan. 2014 – Jan. 2016)


 Roles and Responsibilities:


Perform reception duties such as receiving calls / attending visitors and telephone calls. 


Assist the visitors and offer something to drink. 


Provide administrative task by preparing and sorting the documents to the   management.


Preparing the documents needed in Immigration and Labour for the new employees and other concerns. 


Assist from day to day administrative activities such as booking of the clients and office supply management.


Coordinating with the Clients, Drivers and Housekeeping everyday.











Conduct meeting every Month for the development of the Company and discuss the other concerns. 


Using excel to track the clients and employees records through database and using PowerPoint for the presentation of the Company. 


Basic knowledge in accounting (Record income/cash flow per week and per month manage expenditures of the Company, Accounts payable Invoicing, Quotation and Payroll per Month. 


Attend meeting with the Manager to promote our services and to write down the important matters regarding the company.


  2. JIA2 Corporation – Philippines


Sales Administrator		(Nov. 2011 – Jan. 2014)      Roles and Responsibilities:


Key in purchase order through MYOB (Mind Your Own Business – Tax provided and Accounting Services) / from the Clients and Invoicing.


Event Organizer, promote existing and new products through Social Media, Radio, Television as well as joining the World Food Exhibition.


Monitoring the Sales status of the Company per Week, Month and Year as well as the Sales of the Agents and the Clients sales per Month.


Giving the reports of the Sales team to the Management for the incentives calculation. 


Handling incoming calls and attend customer queries and perform administrative tasks and support all the Sales team. 


Attend meeting/seminar to our Clients office for the new Policy and new System. Preparing promotional activities into the Leading and Secondary Supermarket as well as in Universities and Cooperative. 


Manage all the marketing materials as well as the training of the Manpower.


Coordinating to the Warehouse personnel with regards to the delivery of the status of the products. 

















      3. SM Group of Companies – Megamall – A - Philippines 


Receiving and Dispatching Unit – RDU – Clerk 	          (May-Sept. 2011)


Roles and Responsibilities:


Check and Inspect the Products in and out of the Supermarket.


Process all PO’s (Purchase Order) from the supplier of the Supermarket and releasing of the Delivery receipts using SAP (System Application Product) Software. 


Weekly reports of concessionaires and outright products inside the Supermarket. 


Coordinating to the other Supermarket branch for the delivery of the Transfer Stocks as well as to the Merchandiser.


4. Liana’s Department Store & Supermarket 


Cashier – Supermarket 			(Aug. 04-Apr.05)


Roles and Responsibilities:


Greet costumers entering into the counter.


Received Cash, Cheques and Credit Card transactions. 


Checking daily cash accounts.


Maintain the cleanliness of the respective area. 


Maintains checkouts by following policies and procedures.


Remit cash, cheques and Credit Cards transactions by the end of the day into the Accounting department.


TRAININGS (On the Job)


Practice Teaching – Colegio de Sta. Monica – Jan.-Mar. 2011


Office Asst. – Commission on Election (COMELEC) – Jan.-Mar. 2010


Office Asst. – Albay Electric Cooperative (ALECO) – Jan.-Mar. 2007
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PERSONAL DETAILS 


Date of Birth : 23-Feb-86


Status : Single 


Nationality : Filipino


TOURIST VISA 
































REFERENCES


Available upon request












