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	OBJECTIVE:

To acquire a position that will suit my qualifications and gain professional development for skills and knowledge, in a dynamic and progressive organization.

QUALIFICATIONS AND SKILLS:

· Excellent experience
         in customer service
· Proficient in MS Office.
        Applications (Word, Excel  

        and PowerPoint)
· Efficient and effective.
· Ability to handle any given 

        tasks and improve.
· Productive and 
        Hard-working.

· Knowledgeable on SAP.

· Knowledgeable w/ORACLE

        System

EDUCATIONAL BACKGROUND

Tertiary:
CENTRO ESCOLAR UNIVERSITY
Mendiola, Manila - Philippines
Bachelor of Science in Commerce
Major in MANAGEMENT
Year Graduated:    March 2005
Achievements: 

· Dean’s Lister

· College Partial Scholar
· RA 6728 Scholar

· Finalist, Best in Quality Circle

Secondary:
ISABELA NATIONAL HIGH SCHOOL
Ilagan, Isabela - Philippines
· With Honors

Primary:
SAINT FERDINAND COLLEGE
Ilagan, Isabela - Philippines

· With Honors

· Consistent Achiever of the Otis-
    Lennon Examination
PERSONAL BACKGROUND

Height           :     5’4”

Weight          :     119 lbs.

Nationality     :     Filipino

Civil Status   :     Single
Language     :     English / Tagalog
I hereby certify that the above mentioned particulars are true to the best of my knowledge and belief.

_____________________________


	
	PROFESSIONAL EXPERIENCE:
         YAS Events & Promotions – Dubai, U.A.E.
         March 16, 2014 – August 07,  2016
         JOB TITLE : ASST. BUSINESS DEVELOPMENT MANAGER (Reassigned)  
JOB DESCRIPTION:

· Conceptualize feasible event & plan accordingly on its requisites.
· Prepares presentation of planned event in PowerPoint application.

· Sourcing of possible venue suitable for event requirements.

· Prospecting sponsors, participants, vendors, spectators & other target market depending on 
demands of intended event.
· Prepares marketing campaign for effective promotion of an event.

· Serves as point of contact for logistics’ necessities. 
· Presenting marketing campaign for mileages of sponsorships to interested parties.
· Coordinates with publications and prepares booking for advertisement release on print ads.
          YAS Media L.L.C. – Dubai, U.A.E.

          April 05, 2013 – March 15, 2014

         JOB TITLE : ASST. MANAGER – SALES AND OPERATIONS (Promoted)
JOB DESCRIPTION:

· Oversee flawless execution of directives for sales and operations.
· Sourcing of potential clients and discuss possible business deals.
· Implementing innovative techniques in order to be competitive in the market.
· Understands the needs of clients to deliver a satisfactory product & service.
· Adapts new methods and improvise strategies in a realistic scheme.
· Provides competitive rates on proposals and quotations to be given to clients.

· Suggests practical alternatives to clients to be economically efficient.
· Monitors job orders and status of each in production & creative department.

· Arrange production job schedule aligned with outdoor installation plan.
            YAS Media L.L.C. – Dubai, U.A.E.

March 08, 2012 – April 04, 2014

JOB TITLE :   OPERATIONS ADMINISTRATOR
JOB DESCRIPTION:

· Responsible for delegation of work to salespersons on inquiries received.
· Provides quotations in the absence of salespersons.
· Answers inquiries of current and new clients and suggest possible materials.
· Serves as officer in-charge for office operations in place of Managing Director whenever needed.
· Sourcing of suppliers for outsourced job requirements.
· Prepares LPO of outsourced jobs and monitor from approval, sending and delivery up to
release of goods to the client.
· Responsible for online application to RTA of advertisement & vehicle branding.
· Serves as a mediator between the employees and management for concerns.
· Canvass of materials and equipments required for various jobs.

· Accountable for stationery supplies requests, purchase, issuance and inventory of stocks.

· Act as deputy to the Admin Head in the latter’s absence.
            Wi-Tribe Telecoms, Inc. – Pasong Tamo Ext., Makati City
May 15, 2011 – January 27, 2012
JOB TITLE     :     PURCHASING  STAFF
JOB DESCRIPTION:

· Responsible for receiving of Purchase Requisitions & distribution to process
Owners.
· Responsible for office supplies issuance, inventory and control.

· Canvass to various suppliers of commercial items such as goods & services including rental of
various inter-office requirements.
· Serves as Traffic Coordinator for documents & status of PR.
· Aligns logistics concerns from supplier to receiving section.
· Responsible for encoding of Purchase Orders in ORACLE System.
Processes Request for Quotation up to creation of Purchase Order. 

· Serves as Accreditation Officer in compliance of internal requisites from vendors.
            C & E Publishing, Incorporated – EDSA, QC

September 15, 2008 – January 31, 2011

JOB TITLE     :     PURCHASING  STAFF
JOB DESCRIPTION:

· Responsible for consolidation of branch requisitions & processing of Purchase

Order.

· Responsible for office supplies issuance, inventory and control.

· Canvass to various suppliers of Office supplies, Motor pool Spare Parts,

            Medical & Janitorial supplies & Restaurant Equipments. 

· Responsible for processing request for payments upon delivery of items.

· Aligns logistics concerns from supplier to receiving section.

· Responsible for Travel booking of various Travel Orders.

· Processes Request for Quotation up to creation of Purchase Order thru

SAP (Systems Application Product) Entry.
            Magnolia Parfaits and Splits Ice Cream House – New Manila, QC
November 16, 2007 – September 01, 2008
JOB TITLE     :     ADMIN STAFF
JOB DESCRIPTION:
· Responsible for store and office supplies inventory and control.
· Facilitates on purchasing of stocks.

· Assists in day-to-day operations such as customer service and cashiering.

· Post journal entries in disbursement book and recaps entire report at the end 
of the month.
· Updates monthly subsidiary purchase journal.

· Handles daily sales collection and utility billings.

         Leadpack Corporation (3PM Unilever Philippines) – Paco, Manila 
         January 21, 2006 – April 04, 2007
         JOB TITLE     :    HUMAN RESOURCES & ADMINISTRATION DEPT. HEAD
                           (Promoted)
JOB DESCRIPTION:

· Responsible in manpower recruitment, selection, hiring and orientation.
· Ensures the availability of manpower needed in the plant.
· Provides necessary training for employees’ development.

· Source of either internal or external speakers for seminars.

· Provides necessary training materials and visual aids.

· Assess effectiveness of training through evaluation of test results.

· Served as Internal Quality Auditor for quality management of all departments.
· Planning team building activities for employees’ motivation.

· Ensures availability of items needed in operations.

· Issues circulars, memorandum and serves disciplinary actions on employees with violations.
              Leadpack Corporation (3PM Unilever Philippines) – Paco, Manila    
  October 05, 2005 – January 20, 2006
  JOB TITLE      :
PRODUCTION DEPARTMENT HEAD
JOB DESCRIPTION  :
· Responsible in ensuring requirements for Home and Personal care products are met.
· Coordinates with Unilever Planners with regards to what products to produce thus ensuring that all customer demands are dealt with.

· Plots and strategize weekly production plan wherein manpower capacity is maximized,
machines are utilized and variance is minimized.
· Coordinate with all departments in ensuring that all plans will be flawlessly executed.

· Provides assistance to Production Department in enforcing TPM (Total 

Productive Maintenance) thru visual control, one-point lesson, cascading and orientation.

· Responsible in disseminating real-time information on updates of output of 

Production through e-mail and voice calls to responsible parties.

· In-charge in manpower scheduling (maximizing and minimizing manpower resources).
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