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DAISY 

DAISY.337032@2freemail.com 
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EDUCATION

Bachelor of Science in Business Administration major in Financial Management

Xavier University Ateneo de Cagayan – Philippines (2013)
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KNOWLEDGE & SKILLS

· MS Office 2003, 2007 and 2010 (Outlook, Excel, Word, PowerPoint)
· SAP Business One
· People-handling skills and presentation skills
· Organization Skills
· Time Management Skills
Flexible

· Language Skills (English, and Tagalog)


CAREER HIGHLIGHTS

One year UAE experience as an Administrative Assistant-Sales Department in a Real

Estate company.Almost One and a half years working experiences as Purchasing Specialist, Purchaser/Stocks In-charge, Timekeeper in Philippines. Has an advance level of skills for MS-Office particularly Outlook, Excel, Word and PowerPoint Presentation.Seeking for a position with opportunities to utilized skills and demonstrates resourcefulness and assumed responsibilities.


WORK EXPERIENCES

Company Name: CENTIMETERCUBE REAL ESTATE

Industry:
Real Estate

Position Title: Administrative Assistant – Sales Department(June 2015 – Present)

Job Description

Administrative Assistant

· Manage Customer/Client Inquiries.
· Facilitates Tenant concerns regarding Tenancy Contracts.
· Answers internal and external calls.
· ResponsiblePERSONALDATAfor making the daily updates of our department records.
· Monitoring contract renewals and non-renewals of contracts.
· Accommodate and assist walk-in visitors, clients, tenant if necessary.
· Responsible for business email correspondence and distribution to respective departments.
· Organizing important data/records in separate spreadsheet files.
· Prepares all the documents needed for tenant payments (cash & cheques).
· Assists in doing follow ups for any pending contracts.

TRAINING / SEMINARS

ATTENDED

· 2007Excel / Word / Power point & Outlook
· Job Search Seminar
· Financial Management Seminar

ORGANIZTIONS/

AFFILIATES

· Nature Crusaders of Philippines Foundation
· Philippine Red Cross
· Dance & Sports Club
· Ateneo Public Speaking Club

PERSONAL DATA

Nationality: Filipina

Birthday: July 23, 1991

Status:
Single

Religion:
Christian

Hobbies: Singing & Dancing

Sports:
Badminton &

Chess

Visa Status:Residence Visa

Visa Validity: July 13, 2017



WORK EXPERIENCES


Company Name: GAMA FOODS CORPORATION – CAGAYAN DE ORO CITY, PHIL. Industry: Food/Poultry Industry

Position Title:
Purchasing Specialist (June 2014 – April 2015)

Job Description

Purchasing Specialist

· Reports immediately to the Accounting Head.
· Facilitates the request from different departments and purchase them to their respective suppliers.
· Consults with users to develop specifications; makes recommendations regarding purchases
· Prepares and processes requisition forms; recommends vendors.
· Verifies budget codes and availability of funds.
· Contacts and receives informal quotes from appropriate vendors; compares costs and evaluates the quality and suitability of equipment, materials and supplies
· Coordinates purchasing details with vendor and the Purchasing Department, including pricing revisions, order cancellation and invoice discrepancies.
· Place Purchase Orders to approved supplier and monitor delivery of items and make reports on its final amounts including discounts, charges and etc.
· Coordinates with the Accounting Specialist and other departments concerning payables, receiving/deliveries of items to their respective end users.
· Responsible for business email correspondence and distribution to respective departments.
· Do printing, scanning, photocopy of documents.
· Answer/transfer phone calls if necessary.
· Do admin and clerical support to different departments of the company.
WORK EXPERIENCES

Company Name:NEPTUNE MANPOWER SERVICES -DAESANG RICOR CORPORATION

CAGAYAN DE ORO CITY, PHIL

Industry:Manpower Services/ Production/Manufacturing

Position Title: Purchasing Assistant/Stocks In-charge / Office Clerk(October 2013 – May 2014)

Job Description


Purchasing Assistant/Stocks In-charge

· Manages all purchase requests from all areas of the company (including Repairs & Maintenance, Laboratory, Raw mats, etc.)
· Canvass from different suppliers the items with good quality at a fair price.
· Manage inventories of Materials used by the company.
· Manage all communication for purchase orders with vendors and analyze all communication for same and resolve all purchase issues and coordinate with accounts payable department to process all invoices.
· Evaluate all purchase acquisitions and purchase orders on regular basis.
Office Clerk

· Inventory and order materials, supplies, and services.
· Answer telephones, direct calls and take messages.
· Review files, records, and other documents to obtain information to respond to requests.
· Compile, copy, sort, and file records of office activities, business transactions, and other activities.

WORK EXPERIENCE

Company Name: EC JOB CONTRACT SERVICES

Industry: Manpower Services

Position Title: Time Keeper/ Payroll Management (March 2010-April 2011)

Job Description


Time Keeper/ Payroll Management

· Process paperwork for new employees and enter employee information into the payroll system.
· Verify attendance, hours worked, and pay adjustments, and post information into designated records.
· Record employee information, such as exemptions, transfers, and resignations, to maintain and update payroll records.
· Complete time sheets showing employees' arrival and departure times.
· Computes total time worked by employees, posts time worked to master timesheet, and routes timesheet to payroll department.
· Locate workers on jobs at various times to verify attendance of workers.
I hereby certify that the facts contained in this resume are true and complete to the best of my knowledge.

