PROFESSIONAL OBJECTIVE: [image: image1.png]



To join an organization, which practices and encourage enthusiasm, dedication, responsibility, and good work ethics, and challenges its employees in an environment where everyone can utilize all possible set skills applicable to the job profile. Most importantly a company that nurtures and grooms potential leaders to become the future pillars of the organization. 
A job that makes the most of my qualification and abilities, and gives me a chance to constantly challenge myself. I look for a stable job with quality supervision and a positive work culture at a successful company that’ll encourage me to work at my best. 
A job that provides opportunity to learn, progress, and contribute to the organization. 
A teamwork-oriented environment in a company that empowers employees to create and take initiative. 
A job in which my skills are utilized to the maximum and that allows me to grow within the organization. 
PROFESSIONAL CORE QUALIFICATION:  
· Customer service skills. Communication skills and Professional work ethic. 
· Multi-tasking capabilities 
· Ability to work-in and lead a team- Good Leadership/ delegating abilities for supervising and managing staff 
· Extensive knowledge in Real Estate and Construction Industry 
· Knowledge in Construction Materials (Aggregates etc.) 
· Microsoft Office (Word, Excel, Powerpoint)
PROFESSIONAL EXPERIENCE: 
WAREHOUSE IN CHARGE  (May 7,  2012 – June 27, 2014) 
CHARLES BUILDERS GROUP OF COMPANIES (CAVITE, PHILIPPINES) 
Responsible for all the activities that’s happening inside of the premises. Responsible for checking all the trucks going out of the warehouse for outgoing deliveries and inspecting trucks for incoming product return. Responsible to manage the warehouse and storage of all materials. 
MAJOR TASKS, RESPONSIBILITIES: 
· Input all retail activity into hand held. 
· Responsible for inventory counts. 
· Manage product loading and housekeeping. 
· Check for proper building SKU’s and proper loading. 
· Supervise the delivery of materials and supplies to all the district facilities upon schedule  and/or request. 
· Perform routine checking duties to make sure accuracy of recorded data. 
· Compares information or figures on one record against the same data on the other records. 
· Maintain the inventory of supplies coordinate the replacement and ordering of such. 
RECEPTIONIST cum ADMIN ASSISTANT 
(June 30, 2014 – August 31, 2015)  
CHARLES BUILDERS GROUP OF COMPANIES (CAVITE, PHILIPPINES) 
Provides administrative, secretarial and clerical support to others in the office to maintain an efficient office environment.  
Main Job Tasks and Responsibilities: 
· Answer phones and transfer to the appropriate staff member 
· Take and distribute accurate messages 
· Greet public and clients and direct them to the correct staff member 
· Coordinate messenger and courier service 
· Receive, sort and distribute incoming mail 
· Monitor incoming emails and answer or forward as required 
· Prepare outgoing mail for distribution 
· Fax, scan and copy documents 
· Maintain office filing and storage systems 
· Update and maintain databases such as mailing lists, contact lists and client information 
· Co-ordinate and maintain staff administrative records such as staff parking, staff phones and company credit cards 
Monitor and maintain office supplies 
· Ensure office equipment is properly maintained and serviced 
· Keep office area clean and tidy 
SALES ASSOCIATE (September 26, 2015 – December 28, 2016) 
FRESHSPOT TRADING LLC. 
Sales Associate is the key point of contact between an organization and its clients: answering queries, offering advice and introducing new products. 
TASKS AND RESPONSIBILITIES: 
· Work with customers with the most cheerful and pleasant disposition. 
· Give answers to customer’s questions or concerns related to the product they are charged to sell and demonstrate good knowledge of the product. 
· Communicate and assist customers in any way possible and as the customers may require. 
· Deal with the customers complaints professionally and with restraint. 
· Close as many deals and transactions as possible. 
· Report sales accurately. 
· Handling bags, shoes, garments, household utensils, cosmetics and perfumes. 
SEMINARS/ TRAINING 
Hotel Housekeeping Familiarization 
February 27, 2011 
Patio Pacific Boracay, Aklan Philippines 
Rescue and Survival Training 
February 28 – March 1, 2011 
Sampaguita Gardens Resort, New Washington, Aklan Philippines 
EDUCATION 
Ochando Elementary School  (Primary School) 
Ochando National High School  (Secondary School) 
Aklan Catholic College  (Intermediate) 
 Bachelor of Science in Hospitality Management (Under Graduate) 
Kalibo, Aklan Philippines 

PERSONAL DETAILS 
Height                       : 5 feet, 1 inches tall 
Birthday                   : December 16, 1989 
Nationality              : Filipino 
Status                        : Single 
Date of Issue           :  July 09, 2015 
Valid until                 : July 08, 2020 
Visa Status               : Visit Visa 
I HEREBY CERTIFY THAT THE ABOVE INFORMATION IS TRUE AND CORRECT TO THE BEST OF MY KNOWLEDGE. 
ELDENA JOY REBANTAD VILLARUEL 
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