MARK HOWELL M. RIVERA

Bachelor in Business Administration

Major in Banking and Finance
Work Experience

Cargo Checker


CEBU Pacific Air

April 2015 – July 2016
Duties and Responsibilities
· Ensures a safe work environment by following all OTS rules and regulations regarding the workplace.

· Type’s correspondence as needed for Station Manager or Supervisors.

· Handles airway bill (AWB) for import and export of cargo acceptance.

· Responsible to send and receive load manifests, and check departure messages on the computer system.

· Handles incoming calls to the station and forwards them to appropriate individuals

· Assists with Station’s operations as needed.

·  Unloads and loads cargo facility of bulk cargo items.

· Processes shipping information for shippers and assures air bills are printed and ready for placement on cargo.

· Places airway bills with shipping information on cargo.

· Loads bag carts with outgoing cargo for upcoming flights.

· Unloads bag carts and stores cargo from incoming flights.

· Arranges for customer pick up of cargo items stored at the cargo facility.

· Assists with the loading of cargo on to aircraft as needed.

· Performs FOD walks on the ramp and the cargo area between flights.

· Other duties and requirements as necessary.

· Compiles records of amount, kind, and condition of cargo loaded on or unloaded from aircraft. 
· Verifies amount of cargo against lists compiled from airway bill or shipping manifests.
· Proper checking of incoming and outgoing cargo.

· Supervise loading & unloading of cargo to the aircraft.

Cashier

Robinsons Place Palawan


December 2014 – March 2015

Duties and Responsibilities
· Greet the customers entering into organization.

· Receive payment by cash, cheques, credit card etc.
· Checking daily cash accounts.
· Guiding and solving queries of customer. 
· Providing training and assistance to new joined cashier
· Maintaining monthly, weekly and daily report of transactions  
· Answer phone calls properly and efficiently.
Front Desk Officer

Sharjah Premiere Hotel & Resort.


Alkhan Area, Al meena Rd.

October 2013 – October 2014
Duties and Responsibilities
· Greeting visitors and directing them to the correct person or department.
· Managing the visitors book and giving out security passes.
· Answering enquiries in person, by phone and on email.
· Providing or sending out information.
· Managing a booking system.
· Providing refreshments.
· Keeping the reception area tidy.


NORKIS Group of Companies


Credit officer


September 2008 to October 2012
Duties and Responsibilities
· Receive application form.

· Conduct background investigation.

· Conduct proper orientation about the policy of the company.

· Release unit if it is already approved by our district manager.

· Collect payment and give official receipt from our client.

· Endorse all collection to our branch cashier or deposit it to bank.
· Prepare monthly report regarding to our collection status.
Training/s and Seminar/s

Cooperative Bank of Palawan


(On the job Training)


October 2007 to March 2008
Seminar – Workshop on Human Resource Management

Palawan State University – Performing Arts Center

February 24, 2007
Skills

Proficient in computer programs such as MS Word, MS Excel, and MS Power Point and also have an experience in driving. Can work well even under pressure. Highly adaptive, Hardworking and fast learner.

Personal Data

Age

:
31 years old


Date of Birth
:
August 7, 1985


Civil Status
:
Married

Citizenship
:
Filipino


Height

:
5’10’’
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