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C U RR I C U L U M    V I T A E








CAREER OBJECTIVES

















Bachelor’s Degree in Psychology with relevant training and experience in Administration and Human Resources.


Admin Assistant working experience in Emirates Aviation College, Dubai UAE


Working experience in the Philippines related to Logistics and Warehouse Administration from a Multinational Company.


Working Knowledge using:


Systems Application and Products in Data Processing or (SAP R/3 Material Management Module)


Warehouse Management System Process  (WMSP)


College Student Information System (CoSIS)


Proficient in Microsoft Office applications like MS Word, Excel, PowerPoint and Microsoft Outlook


Excellent interpersonal skills, team player and ability to work well with all levels of an organization. 


Goal-oriented, hardworking fast learner and result oriented.








CAREER PROFILE








Archives Clerk cum Administrative Assistant


May 2012 to May 2016





KEY ROLES & RESPONSIBILITIES


Responsible for supporting all the office activities including fielding telephone calls and receiving and directing visitors, planning and preparation of meetings when required.


Forward information by receiving and distributing communications, such as collecting and mailing correspondence and copying information.


Receive and sort daily mails, deliveries, couriers and distribute to the recipients.


Provide general administrative and clerical support including filing, photocopying, scanning, faxing, and binding. 


Ensure company equipment is operating correctly and efficiently, and organize and manage service repairs calls and efforts.


Maintain supply by checking stocks to determine inventory level through anticipating requirements, placing and expediting orders, verifying receipt, stock items, delivering supplies to work station.


Assist and support admin duties and responsibilities like taking over the reception when required.


Maintains and Archives systematic office files using Microsoft office. 


Check office for cleanliness including: conference and meeting rooms, printing area and pantry area.






































Emirates Aviation College 


Dubai, UAE


Administrative Assistant (Accounts Department)


April 2011 to November 2011 





KEY ROLES & RESPONSIBILITIES


Deals with daily Accounts transactions and ensure that reconciliations are completed on a weekly basis.


Creates and modifies documents using Microsoft Office.


Receives and process all invoices, expenses forms and request for payment and input the data using CoSIS finance module system.


Maintains and archives systematic office files whether internal or external.


Receives and distribute incoming documents and other personnel request 


Maintain confidentiality in all aspects of students, staff, and agency information.











American President Lines Logistics (APL Logistics)


Cagayan de Oro City, Philippines


Logistics Assistant cum Data Entry


March 2008 to December 2010





KEY ROLES & RESPONSIBILITIES


Inputs the data into the standard registers or in WMSP (Warehouse Management System Processes) and to ensure that all stocks on hand are captured in the systems with the correct location and amount.


Administers the control system of the company procedural documentation in compliance with Good Manufacturing Practices (GMP).


Performs cycle counts, update inventory count stocks both local and export goods.


Verifies inventory computations by comparing them to physical process of stocks and investigate discrepancies using WMSP in the system process.


Records the Report of Stock Change (ROSC) using RF scanner between the quantity requested and the quantity transferred into the warehouse.


Creates Order number before stuffing of Finished Goods for Container Load Plan both Local and Export items.


Records and Check the data in the Container Load Plan for packed out or ready to ship out. 











Del Monte Philippines Inc.


Bugo, Cagayan de Oro City, Philippines


Billing Clerk cum Administration Assistant


October 2006 to March 2008





KEY ROLES & RESPONSIBILITIES


Receives and process Accounts Payable using SAP system


Performs day to day billing functions


Receives distribute incoming documents and other personnel request.


To provide guidelines for proper billing from monitoring, validation and processing transmittal using providers PO (Purchase Order) and encode the primary data’s in the system using SAP.


Monitors accounts code that exceed the credit period allowed through cost centre.


Receives and process all invoices expense forms and request for payments to the service provider for shipping and warehousing department.


Create and modify documents using Microsoft Office.








EDUCATIONAL & PROFESSIONAL QUALIFICATION





Bachelor of Science Major in Psychology


Liceo de Cagayan University (2000-2004)


Cagayan de Oro City, Philippines 
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Values a strong work ethic; works hard to complete all tasks while maintaining a positive attitude for work and utilizes good time management skills; and


Organizes and prioritizes responsibilities, first things first outlook and puts value to “informed decisions”; consults and analyzes project results with colleagues.











Working Knowledge using:


Systems Application and Products in Data Processing or (SAP R/3 Material Management Module)


Warehouse Management System Process  (WMSP)


College Student Information System (CoSIS)


Proficient in Microsoft Office applications like MS Word, Excel, PowerPoint and Microsoft Outlook


Administer & Interpret Psychological Tests 


House Tree Person (HTP)


16 personality Test Factor


Edwards Personal Preference Schedule (EPPS) 


Guidance &Counseling


Clinical Psychology


Industrial Psychology 





Administer & Interpret Psychological Tests


House Tree Person (HTP)


16 personality Test Factor


Edwards Personal Preference Schedule (EPPS) 


Guidance &Counseling


Clinical Psychology


National Bureau of Investigation Treatment and Rehabilitation Center


Industrial Psychology 


Bureau of Customs


Entrepreneurial Empowerment Seminar


March 20, 2003


Psychological Association of the Philippines Junior Affiliates


November 29, 2004







































































WORK ATTITUDE





PROFESSIONAL SKILLS





TRAININGS AND SEMINARS










