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ANGELINE 

Angeline.342396@2freemail.com
OBJECTIVES:

To be able to find a job that would best fit my qualifications and to develop further my Hospitality and Entrepreneurial skills for the continuous career in business industry.
HIGHLIGHTS OF QUALIFICATION:
· Competitive and thrive in challenging situation.

· Maintain a sense of humor under pressure.

· Sharp at quickly assessing needs and priorities.

· Proficient in English and Filipino.

· Multi-tasking

· Computer literate: MS Word, MS PowerPoint, MS Excel     

PERSONAL INFORMATION:
Nickname:                              Ghel

Sex:    


           Female

Religion:

           Roman Catholic
     

Civil Status:                           Single


Height:                                   5’3”

Weight:

           90 lbs

Age:

                       26

EDUCATIONAL BACKGROUND:

TERTIARY:
Rizal Technological University

Boni Avenue, Mandaluyong City

BSBA Major in Entrepreneurial Management

April 2011

ON-THE-JOB TRAINING
Head Office of Don Henrico’s and Chef D’ Angelo Restaurant
      -   Unit 901 Manila Luxury Condominium, Pearl Drive Ortigas Center, Pasig City

      -   Under HR and Marketing Department

Pacific Hub Corporation
· 409 Shaw Blvd. Mandaluyong City, JELP Business Solution Center

· 10th floor Robinsons Equitable Tower, ADB Avenue Cor. Poveda Road, Pasig City

·  Under HRD and Marketing Department
WORK EXPERIENCE:

Concept Specialist Inc.,
·  Admin / Executive Assistant

·  No. 77 Sct. Fuentebella St. Brgy. Laging Handa, Quezon City, Manila Philippines
·  Admin Department
Duties and Responsibilities
· Organizing and Maintaining Files and Records

· Managing the day-to-day operations of the office

· Responsible for keeping / filing / Registration Company's Car 

· Monitoring Minutes of Meeting

· Planning and Scheduling meetings and appointments

· Logistics / Shipments Processing / Inventories

· Knowledgeable in processing BPS Certifications

· Team Leader of Trade Exhibitions

· Managing of Company's booking reservation, e.g: Flight Booking, Hotel Booking. Etc.

· Knowledgeable in using POS Terminals

· Responsible for Making Purchase Orders

· Responsible for the Exhibitions Sales Report


September 2012 to December 2016
Temps and Staffers, Inc. (Recruitment Firm)
·  Office Clerk assigned in Banco De Oro (Consumer Lending Group)

·  12th floor JMT Bldg. 27 ADB Ave. Ortigas Center, Pasig City

·  Card Document/SOA Processing Unit 
Duties and Responsibilities

      eSOA Retrieval 
· Archiving and Retrieval of incoming bounced email SOA sent to cardholders’ email addresses.

       RTS Report
· Providing Statistics and Monthly Reports, or as needed

May – October 2011
Benison Group of the Companies (Abenson Ventures Inc.)
· Waltermart Bldg 8001-A North Edsa, Veterans Village, Quezon City

· Control Assistant Assigned in Missouri Branch Abenson under Branch Control Group (Associate & Assistant Level) but transferred in Abenson Pasig Branch
Duties and Responsibilities
· Checking of the item released by the releaser (Barcode, QTY, item etc)

· Responsible for encoding the daily deliveries 

· (Multi-tasking) Cashiering if needed, witnessing to the salesman pulling out of the items.

· Responsible also for Money Counting, Invoicing, Checking Delivery Details, filing the Sales Order, Sales Invoice

*Special tasks are the financial performance, customer service, operational efficiency, personal discipline, inventory works.

-March 13, 2012 – August 13, 2012

-Probationary
SEMINARS ATTENDED:

“Basic Financial Management”                                               “ Financing Programs for MSME’s”

(Handling Cash/Receivables/Inventories/Payables)
                SM Mega Trade Hall

SM Mega Trade Hall





    July 2010

July 2010

“New Tools for your Business”

SM Mega Trade Hall

July 2010

            I hereby certified that the above information given is true and correct to the best of my knowledge.
_____________________









                Applicant’s Signature

