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BON

BON.354825@2freemail.com 
___________________________________________________________________________________

CAREER PROFILE:
An experienced auditor equipped with the necessary knowledge and skills in handling different reports, documents and large volume of files as well as accustomed with an international accreditation and certification body. Seeking a position that will best suit my qualification for professional growth. 

QUALIFICATION HIGHLIGHTS:
· Six years of work experience in a US Based BPO company (Newport Beach, CA, USA) as a Quality Assurance personnel.

· Holds the position as a Subject Matter Expert (SME) - Audit Services.

· Prepares, reviews and attends the ISO (International Organization for Standardization) certification of the company. ISO 27001 - Information Security Management and ISO 9001 - Quality Management System.

· Manages subordinates work including assessing, reviewing, and checking.

· Excellent Computer Skills and Good command over English Language.

· Organize, manage and handle admin documentation files. Officiates and 
facilitates race events.

PROFESSIONAL EXPERIENCE:
Subject Matter Expert (SME) - Audit Services




May 10, 2010 - May 7, 2016
ProView Global Administration Inc.
1601 Hanston Square, San Miguel Ave., Ortigas Center, Pasig City, Philippines 1605

Job Details:
· Secures information based on established internal control procedures.

· Ensuring the validity of the procedures by checking and updating the audit systems.
· Prepares monthly reports of errors, details and total number audit transactions for the company board.
· Creates final audit findings report and discuss with the auditees.
· Establish a good working relation through proper communication with the head office staffs and clients.
· Enhances professional knowledge by attending inhouse seminars, training's, and exams.
· Preparation, consolidating, analyzing and summarizing operational procedures  based on ISO standards.
· Comply requirements based with the remarks and findings during the audit visit in accordance to the ISO regulation.

Admin Staff/Secretariat 











April 2008-2016
Automobile Association Philippines 

AAP Tower, 683 Aurora Boulevard, Quezon City, Philippines 

Job Details:
· Manage and handle admin files, race results, steward reports, event permits and insurance.

· Accounting tasks which includes receiving of payments, issuance of checks, and records income and expense reports.

· Communicates with suppliers/sponsors regarding orders and sales.

EDUCATION:
· Bachelor of Sport Science

College of Human Kinetics, University of the Philippines - Diliman, Quezon City 
(2003-2008)

TRAININGS AND SEMINARS:
· Email and Business Writing with General Grammar

ProView Global Administration Inc.

1601 Hanston Square, San Miguel Ave., Ortigas Center, Pasig City, Philippines 
July 2015

· Super All Hands Training 2013

ProView Global Administration Inc.

1601 Hanston Square, San Miguel Ave., Ortigas Center, Pasig City, Philippines

September 4-28, 2013

· Basic HIPAA (Health Insurance Portability and Accountability Act) Privacy and Security

ProView Global Administration Inc.

1601 Hanston Square, San Miguel Ave., Ortigas Center, Pasig City, Philippines

September 9, 2012

· Personality Development for Professional Presence

ProView Global Administration Inc.

1601 Hanston Square, San Miguel Ave., Ortigas Center, Pasig City, Philippines

July 9, 2012

· Basic HIPAA (Health Insurance Portability and Accountability Act) Privacy and Security

ProView Global Administration Inc.

1601 Hanston Square, San Miguel Ave., Ortigas Center, Pasig City, Philippines

July 9, 2010

· Philippines Officials Training

AAP Office - 28 EDSA, Greenhills, San Juan City Philippines

November 17-18, 2012

· Philippines Officials Training

AAP Office - 28 EDSA, Greenhills, San Juan City Philippines

July 2012

I hereby certify that the above information in this application is true and correct to the best of my   knowledge.







