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Objective
To obtain a suitable position base on my qualifications in an environment where employee’s contribution and growth is important in achieving organizational objectives that provides training in management skills and experience necessary for a career growth and advancement.

Summary
· Strong interpersonal and management skills, flexible and fast moving office administration skills.

· Working knowledge of Office applications, web browsing and email software.

· Proven ability to budget time and performs under stress, follow instructions, adapt quickly to challenge, and follow on through assignments.

· Customer-focused performer who is committed to quality in every task- from direct interaction with co-workers and users to high level of service provided to company/clients (effective listening and interpretative skills).

· Outspoken and has the ability to perceive problems and solve them competently. 

· Knowledgeable in taking calls for sales and customer service.

· Responds quickly to meet customer needs and resolve problems.
· Consistently recognizes a wide range of complex, specialized issues, problems, or opportunities in own work group, across the organization and with external customers; determines whether action is needed.
· Consistently implements new ideas or potential solutions without prompting; does not wait for others to take action or to request action.
· Establishes processes and methods to achieve the highest level of quality, productivity and service. Dedicates required time and energy to assignments or tasks to ensure that no aspect of work is neglected and always works to overcome obstacles. Accepts responsibility for outcomes.
Job Experience
September 2015- January 2017 
CASHIER
SM City San Pablo - Department Store
Mainstream Business Inc.

San Pablo City, Laguna Philippines
Job Responsibilities:
· Receive payments by cash, credit cards, voucher or automatic debits.

· Respond to customer’s complaints and resolve their issues.

· Cash count at the end and beginning of each shift.
· Knowledgeable about the merchandise and promotions. 

· Good quality customer service required
July 2012 – April 2015     

HR ASSISTANT          International Rice Research Institute (IRRI)
                                    Los Baños, Laguna Philippines
                                    Job Responsibilities:
· Administers employee test
· Interprets test results of the employee
· Provides customer supports by receiving incoming and outgoing calls of applicants.
· Do resume screening, short listing of applicants and prepares candidate summary.
· Coordinates with applicants for their schedule of exams, interview and job offer.
· Assists in Job pulling out of Job Description for Job Profiling.

· Assist in training new employee. 
· Performs variety of executive support tasks that may be highly confidential and sensitive.

· Establishes and maintains various filing and records.

August 2008 – April 2012

OFFICE STAFF
Honda Philippines Inc. - Spare Parts Department 
First Philippines Industrial Park
Batangas, Philippines

Job Responsibilities:

· Preparing of Sales Invoice.

· Processing and Encoding of Indent and Internal Orders.

· Answering phone calls for costumer concern on availability, unit price of Parts and Apparels. 

· Preparing transmittal letter to be forwarded to dealers.

· Performs variety of executive support tasks that may be highly confidential and sensitive.

· Updating dealer’s contact information by coordinating through phone calls.

· Sending Honda Catalog, Tarpaulins, Invoice and Company Announcement to dealers.
· Establishes and maintains various filing and records

Educational Background
2004 to 2008
Bachelor of Science in Psychology

San Pablo Colleges

San Pablo City Laguna Philippines
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Current Location 
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