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OBJECTIVE
Seeking a responsible and challenging position in a growth oriented progressive Institution where my experience and skills will significantly contribute to the overall success of the organization and provide opportunities for my career growth.
EDUCATION


Bachelor of Secondary Education
Major in English

Philippine Christian University1648 Taft Avenue 
ManilaPhilippines

Bachelor of Science in Commerce 
Major in Banking and Finance

Tanauan Institute Tanauan City BatangasPhilippnes
EXPERIENCE


ACCENTURE Philippines
Order Manager
Global One Accenture Building 
Eastwood Quezon City Philippines

March 2015-March 2016

· Over all management, processing and tracking of orders from Verizon Customers USA until completion in a timely manner for customers’ satisfaction 

· Manage all communication with the customers’ main point of contact and downstream team all over USA, process all customer orders and shipment of products
· Perform troubleshooting on all sales orders and assist to identify and execute various enhancement to all management process

· Ensure compliance to all company and business policies and administer all open sales order and ensure appropriate order flow
PS PHUAN & CO(Chartered Accountants Singapore)
Executive Secretary

261 Lavender Street 

Singapore 338794
July 2013-February 2015
· Answer calls, emails and liaise with clients competently, delegating work in boss's absence
· Arrange business trips including flights and accommodations, holidays, banking and other admin/personal items
· Organize corporate & company management meetings, entertainmentand events

· Manage and review filing,sourcing and ordering stationery and office equipment
· File Annual Return with Accounting and Corporate Regulatory Authority Singapore (ACRA)
· File share transactions (issuing new shares and executing transfer of shares) with Inland Revenue Authority Singapore (IRAS)

· Prepare Board Resolutions & Minutes

· Liaise with auditors, lawyers, tax advisers,  bankers, walk-in clients by phone calls and e-mails
· Attend and take minutes of directors’ and members’ meetings
· Ensure compliance with statutory and regulatory obligations under relevant laws and the requirements of regulatory authorities are met ( ACRA & IRAS )


GREEN MEADOWS FOUNDATION INC. Philippines
Executive Secretary
Room 204 AST Realty Building
Upper Mabini St 
Baguio City 2600 Philippines


May 2011-April 2013
· Maintain executive’s agenda and assist in planning appointments, board meetings & conferences

· Receive, direct and relay telephone messages and fax messages
· Maintain the general filing system and file all correspondence

· Organize corporate & company management meetings, entertainmentand events

· Monitor office supplies and negotiate terms with suppliers to ensure the most cost-effective orders
· Arrange business trips including flights and accommodations, holidays, banking and other admin/personal items
· Respond to client inquiries efficiently and accurately

· Handle and prioritize all outgoing or incoming correspondence (e-mail, letters, packages etc.)

· Type confidential documents on a word processing system
KENT RIDGE TUTORS PTE. LTD.  Singapore

Customer Service Officer cum Admin Associate
#06-05, 3 Simei Street 6 
Singapore 528833
August 2008- March 2011

· Attract potential customers by answering enquiries and service questions, suggesting information about services
· Open customer accounts by recording account information
· Maintain customer records by updating account information
· Resolve service problems by clarifying the customer's complaint; determining the cause of the problem, selecting and explaining the best solution to solve the problem, expediting correction or adjustment, following up to ensure resolution
· Maintain financial accounts by processing customer adjustments
· Recommend potential services to management by collecting customer information and analyzing customer needs
· Prepare service reports by collecting and analyzing customer information.
· Contribute to team effort by accomplishing related results as needed.
· Liaising with walk-in clients by phone calls and e-mails
FIST CRAYONS LEARNING CENTER 
Teacher
Primavera Homes 
Bayugo-Buliran Road Brgy. San Luis 
Antipolo City 1870 Philippines

July 2007-June 2008
· Establish and enforce rules for behavior and procedures for maintaining order among the students for whom they are responsible
· Observe and evaluate students' performance, behavior, social development, and physical health
· Prepare materials and classrooms for class activities.

· Adapt teaching methods and instructional materials to meet students' varying needs and interests
· Plan and conduct activities for a balanced program of instruction, demonstration, and work time that provides students with opportunities to observe, question, and investigate

· Instruct students individually and in groups, using various teaching methods such as lectures, discussions, and demonstrations.
CRYSTAL GLOW GENERAL MERCHANDISE
Marketing/Admin Associate
Ground Level Asiawealth Tower Condominium

Leveriza St Pasay City Philippines

October 2003- June 2006

· Develop new business opportunities to meet trends

· Help develop and implement strategic sales plans

· Facilitate client requirements meetings – both in person and/or remotely using current online presentation applications

· Report weekly sales forecasts

· Develop market analysis to identify customer needs, price schedules, and discount rates

· Stay current with client needs, competition, and industry trends

· Deliver sales presentations/proposals to prospective clients with a successful closing rate

· Develop and manage client & agency relationships

· Manage projects to make sure that they get completed in a timely manner 

· Responsible for assisting with sales/marketing and advertising campaigns

· Maintain active participation and membership in networking organizations

SKILLS
COMMUNICATION

Excellent communication skills, developed through experience in management, teaching,telemarketing, sales, marketing and customer service.
COMPUTER LITERACY



Proficient computer literacy proven through work experience in data entry, spreadsheet tabulations, social media coordination.

LEADERSHIP
Exceptional leadership skills developed through work experience in management position which has theability to lead, motivate and stimulate others to achieve goals and inspire change.
ADAPTABILITY

Flexible team player who prospers in a fast-paced work environment capable of working in a fast-paced environment and can adapt to various situations prioritizing multiple work assignments simultaneously.
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