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Objective:
To enhance professional growth by rendering a good quality service to the business institute and be shaped with the learning experiences.
Knowledge and Specifications

· Bachelor’s degree 

· Basic knowledge of 
· accounting principles and inventory management
· sales and marketing principles

· Office administration

· HR management
· Customer service

· Warehouse/Receiving operations
· Food and beverage operations
·  eager, friendly personality 

· Self- disciplined, intelligent ,responsible and presentable

· Positive, can get along with people, and have the ability and perseverance to try and help the company to achieve their goals

· Basic computer skills

· Flexible, organized ,able to handle a fast pace, possess good communication skills, have the ability to work with people and project a positive attitude
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EDUCATIONAL ATTAINMENT
Xavier University- Ateneo de Cagayan

Degree: Bachelor of Science in Business Management
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WORKING EXPERIENCES
Manager Trainee
Emirates Fast food Company LLC
Sept 21, 2016 – up to present
Functions:
· This positions required to undergo classes and on the job training to accurately managed the day to day operations of the restaurant.
Other Responsibility

· Assign staff for the accomplishment of  daily operations

· Investigate and resolve complaints regarding food quality service

· Oversee inventory system

· Ensuring food safety standards and quality of the products are meet.
· Receive delivery and ensuring right inventory is recorded

· Maintain Daily sales report.

· Ensuring all promotions are executed

· Inspect areas supplies, equipment and food preparation area if clean and sanitized.

· Help establish standards for personnel performance and customer service

· Monitor expiry and holding time of products.
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Warehouse/ Receiving Supervisor
PUREGOLD PRICE CLUB INC. (Retail Industry)
October 29, 2013 – December 26, 2015
Functions:
· My position is taking in charge in managing the warehouse and receiving operations by ensuring effective storage of received stocks, accurate documentation, invoicing of material and maintaining good inventory system. Ensuring an efficient product transfer or distribution is also part of my duties either it’s for the store or concessioner items.
Other Responsibility
· Monitor the unloading of all stocks either for trade and non-trade materials

· Plan and control warehouse and receiving operations to effectively accomplish objectives and functions of the department.

· Overseeing the movement of stocks from receiving to warehouse in an efficient and safe manner

· Overseeing the records of all received goods and supplies

· Supervising the orderly stocking and arrangement of stocks in the warehouse 

· Ensuring the compliance of safety norms in the warehouse

· Ensuring the accurate processing of all RTV’s

· Assist to solve problems and make informed decisions in affective service and productivity of personnel.
· Schedule and assigning staff for the work results.
· Control inventory levels by conducting physical count and reconciling with data storage system, by purchasing and rejecting orders if applicable.
· Handles 6 staff in receiving and not less than 20 people for warehouse department.
Achievement:  Making the warehouse branch number 1 in following warehouse procedures and cleanliness
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Human Resource Assistant
KIANEN TRADING (Distribution Company)
Cagayan de oro City Philippines 
February 23, 2012- July 23, 2012 (Contractual Based)
Functions:
· Assist in the development of people in the organization by providing a fast and efficient service aligning to recruitment, government related concerns and other matters deem necessary.
Other Responsibility
· Keep and Update employee’s record and other legal doc.

· Provides job candidates by screening, interviewing and testing applicants

· Prepare hiring ads and advertisement for job posting to attract applicants
· Determines applicant qualification by way of interviewing applicants and comparing qualifications to job requirements.
· Arrange management interviews by coordinating schedules.

· Evaluates applicants by discussing job requirement and applicant qualifications with department managers.
· Facilitate the newly hired employee for the complete orientation.
· Records the newly hired employee to the HR Files

· Assist in payroll

· Tracking the attendance, absences and overtime for payroll purpose

· Pay slips preparation, cash releases and etc.

· Administers loans, sickness and maternity reimbursement by advising employee of their eligibility; providing application information; helping with form completion; submission and notifying the employees of approvals.

· Processes government mandated benefits. 
· Facilitates and assist in organizing company activities

· Assist property custodian 
· Deals with employees from the business and provides guidance and answers to common HR questions

· Learn HR Processes and procedure
[image: image6.png]



Mktg. Assistant/Project Employee (Open Contract)
Rizal Commercial Banking Corporation through MSIAgency

Carmen Cagayan de Oro City Philippines
August.2010- May, 2011
Functions:
· Duties are to give assistant to the marketing department through first process of loan application, answer telephone calls and client’s assistance. Also gives assistant to other department when not in busy.
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Management Trainee (2 Contract)
UNIPACE CORPORATION (GAISANO CITY – MALL OPERATIONS) (Retail Operations)
July2009-April 2010
Functions:
· Accepting delegated responsibilities and duties with the goal of eventually becoming a good leader.
Other Responsibility
· Work with other managers to plan and direct the work of the organization.

· Use company reports to analyze sales, gross profit and inventory activity
· Report market activity to management by monitoring and analyzing competitive price lists and products
· Identify trends and recommends proactive or remedial action to manage business situations
· Work with and through management to develop and implement actions that protect company assets and profitability.
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