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Career Objective
To pursue a highly rewarding career, seeking for a job in challenging and healthy work environment where I can utilize my skills and knowledge efficiently for organizational growth.


Qualifications Summary

· Proficient knowledge of computer MicrosoftPackage Application e.g. Word, Excel,Microsoft Access, Power Point Presentation.
· Assisting departmentheads and clients with regards to clerical and administrative matter
· Able to work under stress.Relates easily with all levels of co-workers and customers

· Possess excellent communication and inter-personal skills

· Competent at managing responsibilities in a high-volume atmosphere

· Skilled at interacting with customers with regards to product line information
· Hard worker, quick learner, and ability to assume responsibility

· Demonstrated ability to adapt to new equipment & technology

Areas of Expertise
· Administrative and Organizational Work
· Secretarial, Data Entry and Document Control

· Costumer Service
· Sales and Retail Management
· Information Technology

Work Experience
Administrative Assistant
Dasmarinas Cavite - Philippines
September 2014 – March 2016

· Monitoring and controlling inventory control
· Maintaining product identification and location
· Researching inventory discrepancies and making necessary corrections
· Managing the inventory control function at the site
· Responsible for overseeing physical inventories

· Resolving inventory problems in a timely manner.

· Documenting and controlling aged & damaged product.

· Ensuring all labeling requirements are met in a timely manner.

· Matching inventory to company's computerized system.

Assistant Technician 

Emcor Company- Pagadian City. Philippines.

September 2013 – August 2014

· Installing hardware and software systems

· Maintaining or repairing equipment

· Troubleshooting a variety of computer issues

· Setting up computer security measures

· Configuring computer networks

· Offering technical support, and etc.
Secretary 

Sangguniang Panlungsod (Government Unit)

CityHall- Pagadian City. Philippines.

December 2005 – December 2006
· Perform routine clerical and administrative functions 

· correspondence, scheduling appointments, organizing and maintaining paper and electronic files, 

· Providing information to callers.

Administrative - Sales and Marketing
ILS COMPANY, Water Sales
Pagadian City. Philippines.S
December 2004 – June 2005

· Assist in controlling  all aspects of sales product on multiple simultaneous , utilizing various control methods/systems.

· As advise, update documentsales procedures  in line with the Company’s Document Management System.

· Ensure proper document control support is given to each product sales.

· Produce and maintain Document Progress Reports to sales Managers.

· Create Document Control and correspondence folders for individual.

· Receipt and issues of vendors invoice. Vendor credit applications

· Responsible of receiving  and incoming calls 

Payroll Officer cum  HR Clerk

Human Resource Department

Government Office- Pagadian City, Philippines.

October 2001 – June 2004

· Maintains payroll information and signing signatures.
· Updates payroll records by entering changes in exemptions, insurance coverage, savings deductions, and job title and department/division transfers.

· Prepares reports by compiling summaries of earnings, taxes, deductions, leave, disability, and nontaxable wages.

· Determines payroll liabilities by calculating employee federal and state income and social security taxes and employer's social security, unemployment, and workers compensation payments.

· Resolves payroll discrepancies by collecting and analyzing information.

· Provides payroll information by answering questions and requests.

Educational Attainment
Bachelor of Science in Computer Science, 
Zamboanga Del Sur Institute of Technology University, Zamboanga Del Sur.Philippines. 


March, 2001

Certificate in Computer Hardware Servicing NC II TESDA
Dao Pagadian City, Zamboanga Del Sur.Philippines.
August 2014

Trainings & Extra Curricular

1. OJT practicum  B.S. Computer Science – Law Office in Atty. Fernandez - Pagadian City.Philippines.
2. Civil Service Commission– City Hall Office - Pagadian City, Philippines.
3. Computer Technician NC II Hands on,  Emcor Company - Pagadian City, Philippines.
4. Computer  Hardware Servicing  NC II  BASIC – Tesda - Dao Pagadian City Philippines.
Achievement 

1. Top  6  Civil Service Commission – Davao Civil Service Commission - Davao City. Philippines.
2. TOP 3 In Computer Hardware Servicing NC II – Tesda, Dao - Pagadian City, Philippines. 


References:
Available upon request.
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