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CAREER OBJECTIVE:
To be part of a growing industry and to work in a company where I can share and practice my knowledge and skills that can help for the continuous growth of the team and of the company and learn more things that can help me to improve myself as a good working individual.
	EDUCATIONAL ATTAINMENT:
	

	Tertiary
	2006-2008
	Datamex Institute of Computer Technology

	
	
	Associate Degree of Computer Programming

	Secondary
	2002-2006
	Arellano University (Jose Abad Santos High School)

	
	
	3058 Taft Ave., Pasay City

	Primary
	1996-2002
	Rafael Palma Elementary School

	
	
	Dominga Street., Pasay City


ACHIEVEMENTS:
· Over-all Top Student in System Defense. 
· Scholar of Saint Adeline Foundation. 
· Model Student and Top Student Classroom Level. 
KNOWLEDGE AND SKILLS:
· Possess good communication skills both written and oral. 
· Computer literate. 
· Proficient in data encoding, data analysis, groupings, doc-typing, administering, clerical and office works 
· Adept in data gathering and research. 
· I am goal-oriented, flexible, eager to learn, determined, hardworking, trustworthy, and excellent in interpersonal relations. 
· With good leadership skills and team player. 
· Knowledge in trade industry, logistics, supply chain and warehousing. 
· Knowledge in ISO Certification, Inspection, Verification and Testing Services and other International Standards. 
SEMINARS AND CONFERENCES:
September 05, 2003
“Excellence through Competence and Commitment”
Arellano University (Jose Abad Santos High School Campus)
August 20-27, 2004
“Seminar Workshop on Leadership”
Arellano University (Jose Abad Santos High School Campus)
March.20 – 31, 2008
“ExcelAsia Training Development”
Call Center Training
Inbound and outbound customer service
June 6-28. 2008
“ElectraServ TM”
Call Center Training (E-Bridge Account)
Outbound Sales
June 14-17, 2016

“First-Aid & Basic Life Support Training”





Philippine Red Cross




SGS Philippines Multi-Laboratory Conference Room.

WORK EXPERIENCE:
· Regional Trade Center Officer/ Global Inspection Coordinator (January 2011-Present) 
-Ensures customer satisfaction through proper coordination with SGS affiliates and external parties such as exporters, sellers and suppliers 
-Ensures that all inquiries received are attended promptly and correctly. -Ensures proper management of documents received from SGS affiliates and external parties 
-Registers inspections based on request for inspection and other supporting documents received from exporters or their representatives. These should be in accordance with the Country Instructions, Business Rules, Quality Procedures, Key - Performance Indicators and other related documents. 
-Attends to inquiries received and coordinate with the appropriate person, group or office if needed. 
-Checks the quality of documents received and to ensure proper and its timely registration 
-Verifies and ensures that the correct contact details as and addresses of external parties are available in the database to guarantee receipt of all document sent by SGS. 
-Provides suggestions for process improvement. 
-Reports any breach of integrity, solicitation for, or offer of an improper payment or advantage to Management. 
-Performs tasks that may be assigned by management for activities or projects to improve operations efficiency. 
-Assist in the maintenance of the Quality Management System. -Answer incoming calls/ Inquiry/ Customer Service 
-Schedule inspections and issue inspection job orders. -Update intervention and inspection module in our database. -Conduct Inspection on site / warehousing. 
· Data Analyst/ Data Encoder 
Pinoy Data Captured (Jan 2009 – Dec 2010) 
-Mainly assisted the Company programmer with daily tasks, 
Created announcements, memos, letters, programs, and made minutes of the meeting. Encode data’s and information from different projects using different programs. 
· Administrative Staff 
Pico Travel and Tours, Inc. (July 07, 2008 – October 19, 2008)
-Mainly assisted the HR Officer with daily tasks, 201 and 202 filing, summarized employees’ DTR, summarized performance and facility evaluation, compiled
Activity/ program evaluations, kept record of employees’ SL and EL/VL, -Assisted in recruitment of applicants, conducted initial interviews.
-Do clerical and administrative works.
· On-the-job Trainee 
Team Energy Corporation (May. 19 – July 04, 2008)
-Mainly assisted the department head, do clerical and administrative works. -Answer incoming and outgoing calls.
-Update data and other information into database.
EXTRACURRICULAR ACTIVITIES:
· Arellano University (AMHS) 
Men’s Volleyball Team
2009-Present
Head Coach
· NCR  Athletic Meet(Elementary Division) 
Men’s Volleyball (Pasay City)
2006-2009
Head Coach
	
	Arellano University (JASHS)
	
	

	
	Men's Volleyball Team
	2007-2009
	Asst. Coach

	     7:15 Choir – San Isidro Parish
	2008-Present
	Member

	
	Vox Amigos de San Isidro Labrador
	2012-Present
	Member


PERSONAL INFORMATION:
DATE OF BIRTH:
August 22, 1989
PLACE OF BIRTH:
Pasay City
AGE:
26 yrs. old
SEX:
Male
HEIGHT:
5’5”
WEIGHT:
130 lbs
CIVIL STATUS:
Single
CITIZENSHIP:
Filipino
RELIGION:
Roman Catholic

I hereby certify that the above information is true and correct to the best of my knowledge and belief.
MARK 
Applicant
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