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Major Qualifications:

· Can work with minimum supervision and can work under pressure.
· Excellent communication and customer service skills (multicultural environments)
· Dedicated, trustworthy, flexible, responsible and able to work under pressure
· Substantial experience in effective support of accountancy, sales and engineering
· Proficient in Microsoft Outlook, Excel, Word and Powerpoint
Professional Experience:
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Sattlink Cable TV and Broadband

Guagua, Pampanga, Philippines

May 2015 – July 2016
ADMIN / ACCOUNTS ASSOCIATE

My Job responsibilities included the following:

· Over all in-charge concerning Admin, Accounts, new account
· Compiles and maintains records of business transactions and office activities of establishment, performing variety of following or similar clerical duties.
· Responsible for providing administrative and clerical services in order to ensure effective and efficient administrative operations.
· Very pleasant to work with and expertise that deals with customer relations and hospitality industries. Self-motivated, goal-oriented, flexible and positive personality
· Researching answers to questions from staff and customers, arrange appointments and maintain schedules.
· Full responsibility for cash/cheques payment. Handling company’s petty cash and travel expenses of the projects, and preparing monthly expenses reports for office and projects
· Collecting payments from the company’s clients and depositing to the bank, daily and monthly updating the accounts with respect to bank details for cheques etc.

Evergood Food Products

Quezon City, Philippines

November 2014 to April 2015
Sales Promoter

· Selling the products and responsible for appropriate stock replenishment/refilling
· Presenting a courteous, friendly and helpful attitude to all customers and providing exceptional customer service
· Suggesting selections that meet customer’s needs, and emphasize on selling points of the product such as quality and utility.
· Maintaining and submitting neat and accurate reports in a timely manner including daily transmission of daily activity
· Assisting the Marketing Manager for the field work
Educational Attainment:

College:
2009 - 2014
Bachelor of Science in Electronics Engineering

Don Honorio Ventura Technological State University

Bacolor, Pampanga, Philippines

2008 – 2009
Bachelor of Science in Nursing

University of the Assumption

City of San Fernando, Pampanga, Philippines

Personal Data:

	Date of birth
	:
	December 13, 1991

	Age
	:
	25 years old

	Place of birth
	:
	Sta. Rita Pampanga

	Civil status
	:
	Single

	Citizenship
	:
	Filipino

	Visa Status
	:
	Visit Visa


I hereby declare that the information furnished above is factual and correct to the best of my knowledge and belief.


