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FELIZARDO

OBJECTIVE
To be an Office Assistant at an organization where my routine administrative and clerical tasks skills will used and the rigorous responsibilities that comes with the job will instigate me to perform better
SUMMARY OF QUALIFICATION

( Extensive knowledge of using office equipments like scanner, fax and photocopy machines 

( Administrative clerical works
( Proficient in MS office and particularly advance in excel

( Well-versed in handling of computer programs such animations & presentations

( Warm and friendly behavior which proves to be an assent in receiving and greeting visitors

( Ability to work in any weather conditions, shifts, weekends, and holidays

( Can troubleshoot computer hardware & networking
( Experienced driving which can maneuver motorcycle & light vehicle
( Capable to accomplish satisfactory result of work under pressure and less supervision
WORK EXPERIENCES

RMU Transport Services, Bacolod City, Philipines

Procurement/Sales Clerk, July 2010 – March 2016

( Supervises shipment of goods in accordance to smooth and substantiated in every 
   shipper handled.

( Freight negotiations with airlines & shipping lines including transportation; arranging 
   of goods; tracking shipment status and updating delivery at clients doorstep
( Warehouse management skills resulting in accurate inventory level

( Prepares and attend in every bidding/buying of prawns/shrimps

( In-charge of accounts of all shippers

( Responds promptly to customer/shippers inquiries and complaints
( Prepares Daily Cash Position Report

PD888 DISTRIBUTORS, INC., Brgy. Bata, Bacolod City Philippines

Distributor Sales Supervisor, September 2009 – June 2010

( Monitoring Sales of Distributor Sales Personnel and Sub-Dealer 

( Coordinates with SMART Communication personnel for the latest promotion or 
   products of the said company

( Keep tracks of the day to day transaction of the Distributor Sales Personnel and 
   ensures that they adhere as per company protocol  for the proper product 
   endorsement in the market

( Presents weekly and monthly sales versus target sales

( Trains newly hired Distributor Sales Personnel to make certain that they are capable 
   and equipped to handle clients

AC Parts Auto Supply, Gonzaga St., Bacolod, City, Philippines


Salesman, January 2008 – March 2008

PLANET SPORTS, INC., Robinson’s Place, Brgy. Mandalagan, Bacolod City, Philippines

Sales Associate/Stock Custodian, August 2007 – December 2007
HOC PO Feeds Corporation, Business Development Group (BDG)

Oceanlight Compound, Magsaysay Ave., Bacolod City, Philippines
 Purchaser / Logistics, July 2003 – July 2007 & April 2008 – September 2009
( Projects feed requirements based on projected stocking dates and stocking density 
   for the whole crop year

( Prepares Purchase Orders for approval and booking schedule for pick up of 
   materials & delivery to farms as well the feeds supplies

( Encodes data on materials purchased to ensures validity and accurate encoding

( Helps in the formatting of production monitoring forms, and developments of 
   programs for production

( Coordinates with the Farm Assigned Accounting Clerks, Main Office Accounting 
   Clerks, External & Internal Auditor(s) during Farm Inventory

( Coordinates the requisition & materials deliveries as well their feeds consumption 
   with Business Development Production Technicians for Operations &

   Technical Audit as well
EDUCATION

University of Negros Occidental-Recoletos
Bachelor of Secondary Education major in Computer Education



#51 Lizares Avenue, Bacolod City, Philippines 1999-2003

AWARDS and
Service Award

HONORS

College of Education, University of Negros Occidental-Recoletos, 2003



University Scholar
Student Assistance Program, 1999-2003
TRAINING and
Creating drawings using CAD software leading to

SEMINARS

CAD/CAM Operation NC III, Date Issued: February 22, 2011
ATTENDED

Train The Trainer

PD888 Distributors, Inc.  – Smart Division

Classroom & Field Training, December 20, 2009

DSP Sales Training

PD888 Distributors, Inc.  – Smart Division 

Classroom & Field Training, October 5, 2009

Short Training Courses on Basic Shrimp Management

HOC PO Feeds Corporation
L’ Fisher Hotel, Bacolod City, December 7-8, 2005

LICENSES and
PRC License for Teaching
CERTIFICATION
License No. 0823439

Driver’s License acquired in Philippines
License No. FO1 09-002641

Restrictions: 1,2,3



Philippine Passport No. EC6346957



Date of Expiration: January 7, 2021
VISA STATUS:
Visit Visa expiration June 29, 2016

CHARACTER
Available upon request
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