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MELISSA 
Melissa.355378@2freemail.com

Career Objective: 
Seeking the post of any position with a well established company, where in I get to use my skills and abilities for problem solving, and effective output to ensure the smooth functioning of every department. 
Career Summary: 
Highly efficient in administrative management with some small scale and large scale organizations; Taken an active participation in interpersonal communication and operational support activities in order to ensure efficiency and effectiveness at each departmental workplace. Diligent, detail-oriented Administrative Assistant knowledgeable of all office functions, with a solid background in the retail industry. Excels at multitasking in a fast-paced environment, completing projects within time and budget constraints. Superior telephone, customer service, and computer skills with proficiency in MS Word, Excel, PowerPoint, Notepad, and Outlook.
WORK EXPERIENCE:
Accounting Assistant

Alta Vista Corporation (Nature of Industry: Resort and Hotel)
Laoag City, Ilocos Norte

April 15, 2016- July 20, 2016

Specialization/ role: accounts receivable, guest folio report, sales report, balance sheet, income statement, and others. 

Admin Executive

Facilita Firms Management Services LLC (Nature of Industry: Facility Management)
Al Garhoud Dubai, United Arab Emirates

February 16, 2014 -   March 15, 2016

Specialization/role: assisting clients (walk-in and phone inquiries), payments of bills, utilities, etc., preparing request for cheques, collecting payments, preparing local purchase order, scheduling meeting, maintain confidential records, maintain office files, coordinate repairs of equipments, preparing payroll, prepare documents and reports on computer and other administrative work-related. 

Customer Service Representative

Expert Global Solutions (Nature of Industry: BPO)
Clark City, Pampanga

October 1, 2013- December 15, 2013

Specialization/role: resolve customer complaints via phone, email, mail, or social media. Use telephones to reach out to customers and verify account information. Greet customers warmly and ascertain problem or reason for calling. Account (T-mobile)
Administrative Assistant/Selling Assistant 
Sanford Marketing Corporation (SM Savemore Market Laoag) (Nature of Industry: Retail)
# J.. Rizal St., Laoag City, Ilocos Norte
November 24, 2011 – September 21, 2013
Specialization/role
: preparing manager's reports (operations reports), extracting sales, company expenses, security and maintenance reports, fax and call reports, gas reports, securing business permits and licenses, handling sponsorships, tenant's reports and documents, assisting tenant's, over-all in-charge for company's activity, payments of bills, utilities, etc., preparing request for check's, scheduling meeting, organizing accommodations, maintain confidential records, maintain office files, coordinate repairs of equipments, prepare documents and reports on computer and other administrative work-related. Programming ECR (electronic cash register), organizing company’s sponsorship, marketing, and others. 
- replenishment of stocks, refilling of stocks, checking barcodes, price override, checking stocks on shelves, first in first out, receiving of stocks, checking b.o’s (bad orders), mercat (merchandise category report), RTV (return to vendor), and others

Sales Representative/Secretary
ERT (Nature of Industry: Driving School/Lesson)
Brgy. 11 F.R Castro St. Laoag City, Ilocos Norte
August 2007-October 2011
Specialization/role :  (typing and encoding data) assisting clients(walk-in and phone inquiries) filling work related documents (cash flows and income statement, reports) marketing, coordinating car rentals, licensing assistance and others.  
EDUCATIONAL BACKGROUND:
College: Mariano Marcos State University


   Bachelor of Science in Business Administration Major in Management


   S.Y 2003-2007

Secondary: Northwestern University Laboratory High School


        S.Y 1999-2003

Elementary: Cabeza Elementary School

                    S.Y 1993-1999
PERSONAL QUALIFICATIONS
· effective verbal and listening
· communications skills
· effective written communications skills
· computer skills including the ability to operate spreadsheet and word processing programs, and system programs (SAP GUI,ARC,PUBLISH)
· time management skills
· ability to speak the local language
· self-motivated, initiative, maintains a high level of energy
· accuracy and attention to details.
SKILLS:
· freelance wattpad writer, writing articles, blogs, etcetera
· painting, picture editing, Photoshop
· 5d planner, Homestyler (house designs and layouts)
· AutoCAD (basic)
· Computer skills (MS Outlook, excel, word, powerpoint, etcetera)
PERSONAL ATTRIBUTES:
· honest and trustworthy
· respectful
· possess cultural awareness and sensitivity
· flexible
PERSONAL INFORMATION:
Civil Status: Single
Nationality: Filipino
Height: 5’2”
Weight: 56 kg.

I hereby certify that the above information are true and correct on the best of my knowledge.
