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CAREER OBJECTIVE
Looking for a Challenging position at a growth – oriented firm that will allow me to both further utilize my skill and acquire new abilities.
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	EMPLOYMENT and CAREER HISTORY
	

	
	Junior Internal Auditor

	San Roque, Tarlac City Philippines
	March 2014 – March 2016


Job Description
· Conducts researches to obtain Background information on activities to be audit. 
· Discusses research findings with the Leader of the auditing team. 
· Performs Auditing work. 
· Provides administrative support for the warehouse in processing of scheduling and receiving of deliveries, processing and reviewing invoices for payments and preparation of reports. 
· Perform Physical count(yearly) and cycle as required by the memo, including routine audits or to resolve a problem. 
· Provides assistance with fixed asset management activities including data entry, inventory, and disposal of fixed assets; conducts asset research; provides necessary inventory reports for warehouse and accounting departments 
· Review the warehouse inventory as per the memorandum circular including warehouse and Inventory Management System and Physical counts. 
· Perform other task as maybe assign by the Director. 
· Perform clerical Task such as Typing letters and reports etc. answering phone calls, organizing Office files perform as document controller. 
DIY SHOP Corporation
Sales Personnel
Matatalaib, Tarlac City Philippines
March 2013 – July 2013
Job Description
· Established, develops and maintains business relationships with current customers and prospective 
Customers in the assigned territory/market segment to generate new business for the organization’s products/services. 
· Develops clear and effective written proposals/quotations for current and prospective customers. 
· Expedites the resolution of customer problems and complaints. 
· Coordinates sales effort with marketing, sales management. 
· Keeps abreast of product applications, technical services, market conditions, competitive activities. 
· Conduct and Perform Monthly Inventory. 
· Reconcile Physical on Hand against the Inventory in the System. 
· Take note the fast moving, non-moving items in the selling area. 
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· Received and Checked deliveries and Perform Physical count against the document and Reconcile if there is discrepancy immediately make discrepancy reports for the deliveries. Handle and Manage Incoming deliveries to received. 
· Perform and Execute unloading and Unpacked of materials received. 
· Inspect and verify received materials received. Reconcile materials received against invoice quantities. 
· Communicate discrepancies in materials received to the receiving manager. 
· Organize materials received for quality inspections. 
· Organize and manage inventory control of materials received. 
	RBO Group Financing Corporation
	Credit Investigator Appraiser

	Angeles City, Pampanga Philippines
	March 2012- December 2012


Job Description
· Review credit applications and conduct background investigation 
· Process credit applications only after confirming financial status of applicants 
· Make phone calls, visit and interview individuals and business owners 
· Verify information provided by customers for credit 
· Investigate history and credit standings of loan applicants 
· Collaborate with credit rating agency and get required information 
· Inquire and collect information on social behavior and credit report of individuals 
· Scrutinized customers' accounts and levied credit charges as per the interest rate 
· Investigated credit standing and financial history of individuals and business establishments 
· Process personal and business loan applications following Bank's policies and procedures 
· Determined credit worthiness of applicants by collecting information through reliable sources 
· Notified customers through emails and phone calls about acceptance and rejection of credit 
· Confirmed residential and business address through personal visits and city directories 
· Informed and collected debts from defaulters with penalty charges 
Wilcon Builder’s Depot Tarlac
Brand Specialist
San Sebastian, Tarlac City Philippines
July 2011 – December 2011
Job Description
· Manage and enhance a company's brand or reputation in the public's eye. 
· Coordinate objectives with marketing, creative, and advertising departments. 
· Ensure brand consistency. 
· Develop and enrich customer service experience. 
· Create and enhance agency and partner relationships. 
· Leverage customer insight data to refine brand management. 
· Identify brand-building areas. 
· Ensure brand communication for areas of responsibility are consistent with the company and brand positioning. 
· Handle and Manage Incoming deliveries to received. 
· Perform and Execute unloading and Unpacked of materials received. 
· Inspect and verify received materials received. Reconcile materials received against invoice quantities. 
· Communicate discrepancies in materials received to the receiving manager. 
· Organize materials received for quality inspections. 
· Organize and manage inventory control of materials received. 


	
	
	
	

	
	Manila Southern Associates
	RDU forwarder
	

	
	San Roque, Tarlac City
	April 2010 – September 2010
	

	
	Job Description
	
	



· Assist receiving manager through clerical support functions. 
· Handle and manage incoming shipments and materials received. 
· Perform and execute unloading and unpacking of materials received. 
· Inspect and verify the condition of the materials received. 
· Count and verify received materials. 
· Reconcile materials received against invoice quantities. 
· Communicate discrepancies in materials received to the receiving manager. 
· Organize materials received for quality inspections. 
· Organize and manage inventory control of materials received. 
· Perform and manage administrative functional support to the receiving department. 
	EDUCATIONAL ATTAINMENT
	
	
	
	

	
	
	
	
	
	

	College Education
	
	
	
	

	Bachelor of Science in Entrepreneurship
	
	
	
	

	Tarlac State University
	
	
	
	

	Tarlac City, Philippines
	
	
	Date Graduated: November 2009
	

	
	
	
	
	

	PERSONAL INFORMATION
	
	
	
	

	
	
	
	
	
	

	Date of
	
	Civil Status:
	
	Single
	

	Birth:
	15 March 1989
	Nationality:
	
	Filipino
	

	Place of birth:  Paniqui, Tarlac Philippines
	
	
	
	

	
	
	
	
	

	Age:
	27 years old.
	Height:
	
	6’1 ft.
	

	
	
	
	
	
	

	
	
	Weight:
	
	85 Kg.
	

	Gender:
	Male
	
	
	
	

	
	
	Religion:
	
	Christian
	



CHARACTER REFERENCES
Available upon request.
I HERBY CERTIFY that the above information is true and correct to the best of my knowledge and belief.

DEXTER P. DELA ROSA
Applicant

