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PERSONAL SUMMARY

I am an enthusiastic, self-motivated, reliable, responsible and hard working person. I am a mature team worker and adaptable to all challenging situations. I am able to work well both in a team environment as well as using own initiative. I am able to work well under pressure and adhere to strict deadlines. Confident enough to be able to deal with difficult situations in a calm and professional manner. Although I already has high standards of literacy and numeracy, I want to be committed to continuous personal development and is always willing and eager to learn. I have a quick thinking and able to make fast decisions when dealing with unexpected situations or emergencies. I am presently looking for a suitable vacancy in the field of Administration Staff that offers plenty of variety and responsibility. To become a part of a global workplace that shares the same vision of attaining an internationally competitive entity. To learn from the network with experienced in a highly challenging workplace.
AREAS OF EXPERTISE 

· IT Skills
· Costumer Service
· Up Selling 
· Data Management 
·  Stock Control
WORK EXPERIENCE

· Encoder/Document Controller 

DPWH Pasig
2011- 2014

                                                Mangahan Pasig City, Philippines
Responsible for encoding files, presenting a document presentation, helping them and generally making costing document.

· Being attentive to every details to be documented.     
· Ensuring exact file to be presented.   
· Performing clerical and administrative duties to support the supervisor.

· Ensuring that all employees are scheduled in an appropriate & timely manner.

· Achieving total cost targets set by the department head.   
· Keeping the files organized.  
· Ensuring the presentation document is well presented 
· Administration Staff 


Lazaro Transport Corp. 

2014- 2016                    


Cainta City, Philippines


Responsible for assigning the drivers to their designated vehicles and schedules. Preparing and filing documents. 
· Accepting Bookings for the guest car rentals.   
· Recommending additional products to customers.   
· Helping with all areas of security and management. 
· Assisting the drivers to their designated assignment 

· Assist customers need/complain/preferences

· Monitor daily quota targets
· Made report daily/weekly/monthly quota
· Responsible for requesting the vehicle to be repaired
· Posting the lists of vehicle to renew its registration
· Made inventory report

· Listing the office supplies need to purchase
SKILLS AND ABILITIES
· A strong team player.  
· Always polite and helpful.    
· Possessing plenty of patience.   
· Resourceful, well organized, highly dependable, efficient and detail oriented.

· Physically fit, having plenty of stamina and able to stand for long periods.  
· Assisting employees for their needs  
· Making sure the work place looks good and is ready for the day’s task.    
· Can work independently, multi-task, and take ownership of various parts of a project or initiative. 
· Keeping the workplace organized and eye catching.  
· Willing to work irregular hours to cover busy periods.   
PERSONAL DATA
Nationality
:
Filipino


Religion
:
Roman Catholic

Civil Status
:
Single
EDUCATIONAL BACKGROUND
            TERTIARY

    :       ASIAN INSTITUTE OF MARITIME STUDIES

                                                           Pasay City, Philippines

                                                           School Year 2010-2011


SECONDARY
    :
UNIVERSITY OF SANTO TOMAS 





Espana Manila City, Philippines





School Year 2007-2008

PRIMARY       
    :
UNIVERSITY OF SANTO TOMAS 





Espana Manila City, Philippines





School Year 2003-2004
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