ESTEPHEN 

Estephen.353176@2freemail.com
PROFILE

A Holder of Bachelor of Science in Business Administration from Saint Mary’s Angels College of Pampanga. Resourceful and works well alone or as part of the team. Quickly picks up instructions and is open for criticisms for improvement. Detailed oriented and with good communication skills.
EMPLOYMENT HISTORY

Position:
Administrative Assistant
Company:
Subic-Clark Alliance for Development
Location: Clark Freeport Zone, Pampanga
(June 2015-February 2017)

Reports directly to the Administrative Officer:
· Monitors and anticipates the requirements of  Office’s resources including but not limited to Office Supplies, Office Equipment (plus maintenance), service vehicles and other fixed assets

· Responsible for safe keeping and proper filing of all records/documents regarding supplies and procurement

· Reviews and identifies all supply and procurement documents and coordinates the same with the  procurement department

· Responsible for the inventory of supplies/materials, equipment, furniture and other movable properties

· Coordinates all arrangements for special events, functions (i.e. fellowships, socials with officials of other agencies/institutions, etc.)

· Assist in setting-up office’s related meetings, workshops, conferences, planning sessions, and other similar functions

· Records the Daily Time Record (DTR) and maintains Leave Credit records of the staff
· Answer phone calls and direct to other appropriate parties or take messages

· Monitor and answers emails and send it to respective parties.
· Encodes all the necessary documents/files
· Greets visitors and performs general administrative duties.

· Highly secure confidential files.

· Scans resume, assists with planning new planning employee orientations, complies materials and maintains employee database records.

· Schedules interview and conducts internet research to locate potential job candidates.

· Interacts to the courier companies for mailing services.

Other responsibilities:
· Assisting Technical Assistant for researching, mailing, answering telephone calls.
· Assisting Executive Assistant and Accountant for photocopying, routing of documents and filing. 
On the Job Trainee

(October 2014-March 2015)

Company: Clark Development Corporation
Duties and Responsibilities
· Assisted locators for their queries for Visa Applications

· Assisted locators’  Human Resources (HR)  for their manpower needs

· Assisted setting up  meetings, seminars and other events of the Marketing Department

· Filed documents and received  telephone calls and other queries

EDUCATIONAL ATTAINTMENT 

TERTIARY

Saint Mary’s Angels College of Pampanga

San Pedro Sta. Ana Pampanga

(2011-2015)

Course Taken: Bachelor of Science in Business Administration

    Major: Human Resources Development Management
Achievements:

· LEADERSHIP AWARDEE for being Student Council Officer (2012-2015)

· GAWAD THEATRO for being Performing Arts Member and Officer (2011-2015)

SEMINARS AND TRAININGS

CENTRAL LUZON BUSINESS EXPO(CELBEX)
Hotel Stotsenberg, Clark Freeport Zone

September 2014

Social Welfare Benefits Update

(SSS, Pag-ibig & Philhealth)

Mimosa Leisure Estate, CFZ

October 28, 2014

JOBS FAIR 2014

Marquee Mall, Angeles City

November 27, 2014

Building Inclusive and Innovative Enterprises

World Trade Center, Pasay City 

February 18, 2016

Advocacy for Dual Airport Priority (ADAPT)

Royce Hotel, Clark Freeport Zone

April 22, 2016
TOURISM SERVICE EXCELLENCE SEMINAR

CDC Skills and Training Center, Clark Freeport Zone

September 16, 2016
PERSONAL INFORMATION

Born on July 21, 1995 in the municipality of Sta. Ana Pampanga Philippines. Fluent in Filipino, English and Pampango. Proficient in Microsoft Word, Excel, PowerPoint and Word. Beginner in Adobe Photoshop.

I hereby certify that the above information is true to the best of my knowledge.

