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HARTZEL





PROFILE





Work Experience





In depth knowledge


of Microsoft Office suites and internet telephone operations.


Trustworthy and able to work in highly confidential environments.  


 Ability to accurately maintain computerised and manual filing/documentation systems.


Possesses  willingness and 


knowledge to learn new things.


Able to work under pressure and unsupervised.


Multitasking skills.


Possesses “I Can Do”attitude.





 Secretary / Receptionist


      


      General Philippines


       February 20, 2014 – March  27, 2016





Duties:


Computer and relevant technology literacy: Word, Excel, Outlook, PP, Internet, Moviemaker for slideshow presentation


Drafted meeting agendas, supplied advance materials and executed follow up for meetings and team conferences


Created and maintained spreadsheets using advanced Excel functions and calculations to develop reports and lists


Filing, archiving, photocopying, scanning and faxing documents.  Screening calls and taking messages.


Creating invoices, filing receipts and dealing with all financial documentation.


Answering and dealing with incoming and outgoing telephone calls.
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Audit Assistant


          General , Philippines


     May 8, 2013 - January 18, 2014





Duties:


Monitoring unaccounted series documents (Invoices/Receipts) of the company.


Knowledge using SAP Business One.


Matching of actual documents received against data recorded in SAP Business One.


Making Audit Reports for erroneous written/encoded data.


Knowledge in depositing cheque or cash to the bank.


Knowledge in making & preparing Petty Cash, Timesheets, Salary Pay slip  


Controlling & Maintaining List of office stock needs & Inventories.


			














PERSONAL INFO





Date of Birth:	 April 7, 1990


Status:	 	 Single


Nationality:	 Filipino


Visa Status:	 Visit








Restaurant Manager


Restaurant


Polomolok South Cotabato, Philippines


March 2013 – February 2014


Recruiting, training, and supervising staff


Agreeing and managing budgets


Planning menus.


Ensuring compliance with licensing, hygiene and health and safety legislation/guidelines


Promoting and marketing the business


Overseeing stock levels


Ordering supplies


Producing staff rotas


Greets customers and ensures that quality service are provided well




















Office Admin Assistant – (OJT)-On the Job Training


South Cotabato Integrated Port  Services,Inc.	


Genaral Santos City, Philippines


February-March, 2012	





Duties:


Assisting Visitors 


Filing/Segregating Documents.


Data Entry








Encoder – (OJT)-On the Job Training


Bureau of Internal Revenue


Koronadal City, Philippines


October 2009 - March 2010





Duties:


Assisting Visitors 


Filing Documents


Data Entry














SKILLS





EDUCATION





Bachelor of Science in Computer Science


AMA Computer College


General Santos City, Philippines


April, 2013








Microsoft Word, Excel, and PowerPoint Presentation


Excellent customer service


Telephone etiquette


Typing and transcription


Filling, faxing, and mailing


Time management


Organize


Flexible


Personable














