MARLON 
Marlon.355228@2freemail.com
OBJECTIVES
To enrich my knowledge and broaden my perspective in life. To join an organization that can give opportunities to enhance my knowledge, skills and capabilities, and harness them to the fullest.

PROFESSIONAL EXPERIENCE
OFFICE OF THE VICE MAYOR

Cagayan Valley, Philippines

Administrative Assistant
January 2015 – February 2017

· Greet clients and provide a welcoming and professional experience.

· Answer, screen, and forward incoming calls in a courteous and efficient manner, when required.

· Perform general administrative duties including such as filing, photocopying, collating, faxing, typing and preparation of correspondence and reports.
· Arrange staff and clients airport transportation, hotel booking and visa processing.
· Accept courier packages; prepare and organize delivery of courier packages.

· Ordering and maintaining office supplies.

· Receive incoming couriers and hand them to the owners

· Maintain a proper filing of correspondence, internal memos, reports, expenses and other confidential documents.

· Provide backup support, as needed, and perform various administrative tasks as required.
· Liaise with other administrative assistants for further cooperation.
DEPARTMENT OF SOCIAL WELFARE AND DEVELOPMENT (DSWD)- GOVERNMENT OFFICE
Cagayan Valley, Philippines
March 2010 – December 2011

Project Development Officer 
· Provision of technical assistance/coaching to the city/municipal (C/MLs) and Parent Leaders (PLs)
· Collects filled-out BUS Form 5 with supporting documents from the C/MLs
· Reviews the filled-out BUS Form 5
· Reviews the encoded updates 
· Maintains tracking records of updates received and submitted to FOs
· Assists in the encoding of updates
· Assists the Field Office (FO) Based System Coordinator in monitoring and supervising compliance verification in their assigned cluster area 
· Categorizes and directs complaints to the appropriate level for resolution with regard to Compliance Verification System
· Assists the Provincial Links in tracking CVS activities vis-à-vis established timelines
· Coordinates and facilitates monthly system meetings
· Manages distribution, accomplishment and collection of forms
· Provides technical assistance to RPMO staff in handling non-compliance cases received at their level
· Prepares reports and updates for the NPMO CVS Team
· Assists in distribution and retrieval of CV forms as needed
· Performs other functions as may be directed
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· Monitor complaints handling at the provincial and municipal levels;
· Act as head secretariat during Provincial Grievance Committee (PGC) meetings;
· Consolidate and prepare regular reports and updates for the PGC, RGC, and RPMO;
· Regularly maintain and update the regional GRS database
· Provide technical assistance to local grievance monitors and C/MLs;
· Provide analysis on trends in grievance reporting at the provincial and/or cluster level and Identify strategies to address major problems.
· Performs other related tasks as may be assigned from time to time.

Information Technology
· Assist the Regional IT officer in implementing and overseeing the data entry activity
· Adhere to the policies and guidelines set by the NPMO pertaining to IT operations
· Engage in issue escalation procedures once issues are detected during the data entry activity
· Make strict supervision of data entry procedures and outcomes through the Field Offices (FO)
· Perform other related task may be specified

SAMAMA Company
Madinah, Kingdom of Saudi Arabia

March 2007 – October 2009
Computer Operator

· Enter commands, using computer terminal, and activate controls on computer peripheral equipment to integrate and operate equipment.
· Monitor the System for equipment failure or errors in performance.
· Notify Supervisors or Computer Maintenance Technicians of equipment malfunctions.

· Operate spreadsheet programs and other types of software to load and manipulate data and to produce reports.

· Retrieve, separate and sort programs output as needed, and send data to specified users.

· Load peripheral equipment with selected materials for operating runs or oversee loading of peripheral equipment by peripheral equipment of operators.

· Answer telephone calls to assist computer users encountering problems.

· Record information such as computer operating time, problems that occurred, and actions taken.

· Clear equipment at end of operating run and review schedule to determine next assignment.

· Supervise and train peripheral equipment operators and computer operator trainees. 

Philippine Health Insurance Corporation – (PHIC)
Cagayan Valley, Philippines
Marketing Specialist 
June 2004 – December 2007

· Coordinate with various offices/agencies as regards program presentation or conduct of research and interviews.
· Assist in ground working/gathering and analysis of various market data/information needed in marketing the program.
· Perform marketing/advocacy-related tasks to clients and stakeholders from the information campaign to enrollment stage.
· Assist in the presentation of the National Health Insurance Program to potential donors/sponsors including but not limited to the Organized Groups and Private/Government Agencies.
· Assist in the conduct orientation and re-orientation on National Health Insurance Program to various stakeholders including the government sector members.
· Attend telephone and walk-in queries and complaints of members and other stakeholders of the National Health Insurance Program.
· Design Information Education Materials and road show presentations.
· Performs other related tasks as may be assigned
· Screen and Alphebatize Family Data Survey Form.
· Attend barangay sessions for the enrollment of barangay officials and barangay assemblies for the renewal of indigent membership.
· Coordinate in the conduct of barangay assembly for the renewal of the indigent membership.
· Prepare material, forms, and other pertinent documents for the enrollment of Individually Paying Program.

TRAINING and SEMINAR ATTENDED
Training on Beneficiary Update System and Compliance Verification System for Regional and Cluster Focal Persons and Regional Information Technology Officers

Facilitator: Department of Social Welfare and Development NPMO

April 4 – 8, 2011

Training – Orientation on Pantawid Pamilyang Pilipino Program

Facilitator: Department of Social Welfare and Development NPMO

November 15 – 19, 2010

Seminar Workshop on Employee Discipline for Service Excellence

Facilitator: Department of Social Welfare and Development RO 2

May 18-19, 2010

Seminar and Workshop on Social Health Insurance

March 23-14, 2006

Overseas Workers Program

January 21, 2005

Orientation on Gender and Development (GAD)

March 12, 2005

Philippine Health Care Delivery System 

February 14, 2005

SKILLS/ ATTRIBUTES
Goal-oriented, Hardworking, Determined and Flexible

Well-verse in basic computer operations, Microsoft applications such as Microsoft Word, Microsoft Excel, Microsoft PowerPoint, and Internet applications.

Can Work Under Pressure  

Willing to undergo trainings and seminars
STRENGTHS AND VALUES
Leadership charisma

Dynamic team player

Sense of responsibility

Highly inquisitive

Creative and resourceful

Passion for continuous learning and personal growth
Highly motivated and driven, with strong desire to excel
International living experience and regional exposure
Excellent cross-cultural communication skills
Proficiency in English written and communication skills

Basic conversational Arabic skills
EDUCATIONAL BACKGROUND
TERTIARY LEVEL

June 1999 - March 2002

F.L. Vargas College

Bachelor of Science in Computer Science

June 1997 – March 1999

F.L. Vargas College

Computer Technology

June 1995 – March 1997

Cagayan State University

AB Economics

