PERSONAL PROFILE

Birth Date

:
February 14, 1977
Age


:
39 years old

Civil Status

: 
Married
Language spoken 
: 
English & Tagalog

Nationality    

:
Filipino

EDUCATIONAL BACKGROUND
1996-2000

:
Camarines Sur State, Agricultural College

Philippines






Bachelor of Science in Agriculture Major in Animal Science 
CAREER OBJECTIVE
To team-up and grow with a dynamic, equal-opportunity and reputable employer / company where personal experiences, skills and potentials will be utilized at the optimum align with utmost reward.

KEY SKILLS AND COMPETENCIES 

· Willing to try new things and interested in improving efficiency on assigned tasks
· Ability to work confidentially at all times.

· Knowledge with Microsoft Office –  MS Word, MS Excel, MS PowerPoint

· Internet research and email handling

WORK HISTORY:
Jan. 2010 up to Mar. 2016

:

LIWAYWAY MARKETING CORPORATION (OISHI)






Phils






Position: Lady Guard cum Sales & Receptionist 
Main Duty as Lady Guard cum Sales & Receptionist 
· Answering and Attending call from the front desk

· Assisting and facilitating the need of the customer

· Greet and entertain the customers

· Recording of all incoming & outgoing deliveries
· Protect company’s property and staff by maintaining a safe and secure environment

· Observe for signs of crime or disorder and investigate disturbances

· Act lawfully in direct defense of life or property

· Apprehend criminals and evict violators

· Take accurate notes of unusual occurrences & Report in detail any suspicious incidents

· Patrol randomly or regularly building and perimeter

· Monitor and control access at building entrances and vehicle gates

· Watch alarm systems or video cameras and operate detecting/emergency equipment

Feb. 2005 up to Jun. 2009

:

GENPACCO, Inc.







Phils








Position: Delivery / Shipping / Warehouse Clerk

Main Duty as Delivery / Shipping / Warehouse Clerk

· Preparing the daily delivery reports 

· Preparing the delivery & outgoing receipt

· Responsible in updating of delivery ISO Manual (Quality Management System)

· Responsible for updating of daily status report for daily inventory basis

· Responsible for the documents of endorsed finished goods from production

· Responsible for the documents of returned products of customers

· Monitor the reports of IN and OUT of loaned materials of customers

· Provide monthly reports on performance

· Submit quarterly report to the top management

· Ensure all delivery records and documents are maintain and properly file

· Provide month-end inventory and monthly / KPM report

· Reconcile the reports versus actual inventory 

· Entertain auditors and calls from customers regarding on delivery concerns



· Perform other tasks assigned by the superior

Apr. 2002 up to Jun. 2004

:


NISSIN CORP.








Position: Secretary cum Receptionist
Duties & Responsibilities

· Performs secretarial duties including typing correspondence, reports, Receives and screens calls.

· Responsible to manage the Department Head’s calendar and arrange tentative schedules

· Answers and screens telephone calls for all office staff, takes and relays messages, responds to routine telephone inquiries, forwards calls to appropriate party.

· Receives, date stamps and distributes incoming mail and purchase requisitions to appropriate office staff

· Prepares special and recurring departmental reports by gathering data from various sources, compiling and typing data. Revise special forms and department documents

· Maintain a variety of log and files

· Monitors departmental materials and supplies and orders as needed

· May help new employees complete paperwork in order to be put onto the County’s payroll and informs them of various County policies pertaining to payroll

· Enters amount from Budget Amendments and Transfer into computer system after County Board approval and returns approved paper copies to Departments

· May approve and process Payroll Advance checks. Types Investment Checks as directed by the Treasures. Types reimbursement checks from various funds determined by information from monthly printouts

· Responsible for maintaining petty cash drawer and distribution of petty cash to other County department when necessary

Feb. 2001 up to Jan. 2002

:


CENTRE








Parian, Calamba, Laguna Phils.









Position: Sales Lady

Duties & Responsibilities

· Work with customers with the most cheerful and pleasant disposition

· Give answers to customers’ questions or concerns related to the product they are charged to sell and demonstrate good knowledge of the product

· Communicate and assist customers in any way possible and as the customers may require

· Deal with customer’s complaints professionally and with restraint

· Close as many deals and transactions as possible

· Process or help process payments made by the customer – whether by in cash or credit card

· Bag products for the customers (if there’s no other assigned to that)

· Report sales accurately

First Name of Application CV No: 1704990
Whatsapp Mobile: +971504753686 
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