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MARK JOSEPH








Email: markjoseph.370723@2freemail.com 
Job Objective                                                                                                               
To land in a challenging job where I could apply objectively and productively my knowledge and skills for the successful pursuit of my professional development and congruently contribute to the growth of the company with which I work for.

Professional Experience

Cagayan State University – Carig Campus
Mahogany Road, Carig Sur, Tuguegarao City, Cagayan Valley, 3500 Philippines
June 2014 to May 2017
Position: Purchasing & Account Assistant / Part time Lecturer (Major in Economics)
Duties and Responsibilities:
Purchasing & Account Assistant
· Evaluate all purchase acquisitions and purchase orders on regular basis and prepare all reports to identify cost cutting initiatives.

· Manage all communication for purchase orders with vendors, suppliers and analyze all communication for same and resolve all purchase issues and coordinate with accounts payable department to process all invoices.

· Creates all purchase orders for all stock and non-stock items and ensure timely delivery of all products and administer all vendor/suppliers performance and facilitate corrective actions as required.

· Analyze all vendor/suppliers invoices and evaluate it with all quantity received and manage inventory of all items and recommend elimination of all out of stocks and develop all purchase orders and assign appropriate purchase order for same. 

· Maintain records of all purchase order and associate documents for all processes and maintain knowledge on all open order and its status and manage all calls for purchasing and delivery schedule.

· Processes receipts and invoices for payments and expedites delivery of goods, equipment, materials to different colleges and departments.

· Preparation of cash/cheques vouchers payable to Agents/Broker, Suppliers, Contractors Insurance Companies, etc.

· Printing of checks.

· Responsible for preparation cash/check deposit to banks. 

· Monitoring and preparation of reports for payments to Suppliers/contractors base on the due dates.
· Filing of documents such as vouchers/receipts from suppliers, etc.
· Releasing of payments to suppliers/contractors/insurance companies etc.

Part time Lecturer (Major in Economics & Philippine History)

· Teaching Major and Minor Economics subjects (Basic Economics Agrarian Reform and Taxation, Introduction to Macroeconomics, Introduction to Microeconomics and Economic Development) and Philippine History subject to the class.

· Responsible for handling 30 students each classes.

· Conducting weekly and monthly assessment examination to check the performance and improvement of the students.

· Responsible for taking the practice of the class.

· Teaching them using various audiovisual instruments like projector, handouts, books and etc.

· Preparing monthly and quarterly assessment examination paper.

· Making the reports of the students.

· Maintaining the class data.

· Responsible for maintaining their attendance records and updating to the school registrar accordingly.

· Coordinating with the other faculty members for lecture adjustments if required.

· Handling other responsibility in case if required.

· Attending the meetings and presenting the class reports.

· Suggesting to the management if required in teaching or any other activities.

· Member of the event organizing committee of the college.

· Motivating students for participating in various activities.

On the Job Training
University of the East, Manila Campus  

Engineering Office

2219 Recto Ave, Sampaloc, Manila, 1008 Metro Manila, Philippines
January – April 2013
Educational Background

University of the East, Manila Campus  
2219 Recto Ave, Sampaloc, Manila, 1008 Metro Manila, Philippines
Bachelor of Science in Business Administration
Major in Economics, 2013
Cagayan State University – Andrews Campus

Caritan Hiway, Tuguegarao City, Cagayan Valley, 3500 Philippines

Master in Public Administration

Earned 15 units

Skills

· Equipped with basic accounting concepts and relevant knowledge on business processes

· Proficient in Microsoft Office Applications (Excel/Word/Powerpoint)
· Highly analytical, trainable and can work under pressure and with minimum supervision

· Has strong written, verbal and interpersonal skills
· Able to work independently and as a team member in a fast paced environment handling multiple tasks simultaneously

Seminars Attended

· Philippine Stock Exchange Online Trading and Management

Tiara Oriental Hotel, Makati City, Philippines 
February 7, 2012
· Applied Microeconomics: Consumers, Producers and Markets Workshop

University of Santo Tomas, España Bvld, Sampaloc, Manila, Philippines

March 19, 2012
· Business Statistics – Data Sources, Presentation and Analysis

University of the East, Recto Ave, Sampaloc, Metro Manila, Philippines

January 16, 2013
Personal Information

Date of Birth


:
02 July 1987
Age



:
30 y/o

Civil Status


:
Married

Nationality


:
Filipino

Visa Status


:
Visit Visa 
I hereby certify that the above information are true and correct to the best of my knowledge and belief.

__________________________

MARK

