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	Objective:    To join a workforce that will utilize and maximize my skills or to any adoptable position based on my work experienced and qualification that can contribute to the company’s growth, stability and productivity.
SUMMARY OF QUALIFICATION  
Experienced working in a multi-tasking environment of Office for more than two years, offering versatile MS Office Programs and Clerical Skills including two years to a Sales/Accounts Assistant, knowledgeable in using Microsoft and SAP Software. Well organized and excellent team player who can work in a complex and busy environment. Strong planner and problem solver who readily adapts to change and can works independently. An independent self-starter and efficient in multi-tasking activities. Ability to work well with others with excellent communication skills and willing to learn.  
Office Skills:

Clerical/Administrative Supports 

Sales/Accounts Assistant
Records & Files Management

Customer Service & Reception
Banking Transactions
Computer Skills:

MS Office Applications
Outlooks & Emails
WORKING EXPERIENCE   

November 2015 –January 2017                           SM HYPERMARKET MALL OF ASIA-PHILIPPINES  accounting ASSISTANT                             
· Receiving phone calls and assisting customers for their inquiry.
· Supports clerical works to the assigned superior, prepare correspondence, memorandums, etc.
· In-charge for keeping and updating employee files. 
· Prepares documentation for cards processing purchases.
· Exceptional abilities to perform filing, records and other related clerical tasks assigned.
· Maintain appointment calendar, schedule appointments, conferences.
· Assist in keep updating/encoding transactions such as inventory in our database (SAP). 
· Making daily/monthly reports for Finance and Marketing Manager.
· Perform accounting duties such as auditing, timesheet, voucher, invoices & cheques.
· Operate standard office equipment to include word-processing and data processing equipment, Xerox, copiers, scan, etc.
November 2014 – October 2015           SM HYPERMARKET MALL OF ASIA – Philippines

customer service  representative 

· Resolves customer complaints by investigating problems; developing solutions; preparing reports; making recommendations to management.
· Demonstrates products and services to existing/potential customers and assists them in selecting those best suited to their needs. 
· Contributes to team effort by accomplishing related results as needed.
· Meet and/or exceed individual and team sales targets.
· Manage day-to-day administrative responsibilities associated with role. 
MARCH 2014 – SEPTEMBER 2014                       ILAGAN WATER DISTRICT – Philippines 

secretary
· Handling of incoming and outgoing telephone calls.
· Sending and receiving of emails.
· Entertain of clients and visitors. 
· Making of Quotations, Invoice, and LPO’s. 
· Follow up payments.
EDUCATIONAL BACKGROUND

SY 2014                            BS in Business Administration Major in Management ACCOUNTING
                                          St. Ferdinand College
                                          Ilagan City, Philippines 
PERSONAL PROFILE          

Born on April 24, 1994 in Philippines.  Status:  single.  Nationality:  Filipino.  


