NIEVES 
OBJECTIVES

Seeking a challenging opportunity where I will be able to utilize my strong organizational skills, educational background, and ability to work well with people, which will allow me to grow personally and professionally. I am self-motivated and able to work both independently and as collaborative team member.

W O R K    E X P E R I E N C E

Cebu Pacific Air
May 2008 – April 2016 (8 years)

Mactan International Airport, Cebu Philippines

Position: Area Admin – Visayas
· Management of files and documents in each areas related to  administration for Standardization

· Requirements and conduct Internal Audit  annually and as per requested schedule
· Prepare and file Reports to Area Manager and Director
· Responsible to ensure that the right copies of documents are given to the  right copyholders
· Ensures that all documents currently used are controlled as per Procedure  
· Acts as overall Record Custodian and
· Files all incoming and outgoing correspondences, documents, memos, etc.
· Prepares requisitions for office supplies and other materials needed in the office 

· Conduct station audit yearly related to administration areas
· Reorganizing and assist Area Manager need documents as per requested to station
· Check and updates all forms used, responsible to check station revolving funds and expenses
· Track AS employee's Letter of Inquiry and Update Training Monitoring Record
· Monitors and requests office supplies for all the stations.

·  Responsible in the preparation of Budget cost yearly and weekly; monthly report like Statistics Operation Summary and Turn around monitoring
Topserve Manpower Supply Inc.

January 2008 – December 2008

Mactan International Airport, Cebu Philippines

Position: Assigned at Cebu Pacific Air as Customer Service Agent 
· To check –in passenger at the counter.
· Meet and assist the passenger at the gate and arrival area
· Segregate the manifest, flight coupons according to sequence and destinations and other tasks as assigned by Senior Manager
Cokaliong Shipping Lines
April 2006 to April 2008 
North Reclamation Area, Cebu Philippines

Position: Cargo Teller
· Enter customers' transactions into computers in order to record transactions and issue computer- generated receipts.
· Process, issued and released Customers travel tickets according to their select schedule
· Determine method of shipment, and prepare bills of lading, invoices, and other shipping documents.
· Arrange monies received in cash boxes and coin dispensers according to denomination
· Perform clerical tasks such as typing, encoding and typing
· Resolve problems or discrepancies concerning customers' concerns.
· Process and maintain records of customer 

VBM Service Construction

May 2007 to December 2007 

B . Aranas Extention, Cebu Philippines

Position: Payroll Assistant
· Responsible of logging and computing manpower’s daily time and overtime  records
· Generate manpower’s time sheet of every half period of the month
· Generate Payroll of every department 
· Computing 13th month pay and completion bonus of every manpower
· Encoding and do sacking of  every  manpower’s pay slip
· Assist in cashiering and other bank transactions  of our Project Accountant
· Management of files and documents of 201 file
· Generate monthly Labor Cost report  to our Project Manager
· Generate monthly employment reports and monthly remittances to SSS,  Pag-ibig and Philhealth.
· Responsible to giving out salary and other benefits to every employees  every payday
· Facilitate in making guidelines and memos related to office manpower’s policies and rules.

C O M P U T E R    F L E X I B I L I T Y

Microsoft Windows Applications

Word

Excel

Powerpoint Presentation
E D U C A T I O N A L    A T T A I N M E N T

Bachelor of Science




Graduate 

March 2007

Major in General Business Administration





Cebu Institute of Technology

N.Bacalso St. Cebu, City

P E R S O N A L   I N F O R M A T I O N

Date of Birth

:
June 13, 1981

Gender


:
Female

Citizenship

:
Filipino

Language

:
English and Tagalog
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Click to send CV No & get contact details of candidate
 [image: image1.png]XGulfjobseeker.com

Helping you to search bestjobs & talent since 2002!




