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Alyssa
Alyssa.371671@2freemail.com  

CAREER OBJECTIVE


To succeed in an environment of growth and excellence by serving a company to the best of my knowledge and abilities with absolute determination and commitment while earning a job which provides me job satisfaction and self-development.

PERSONAL BACKGROUND


	Sex
	:
	Female

	Civil Status
	:
	Single

	Citizenship
	:
	Filipino

	Religion
	:
	Roman Catholic

	Height
	:
	5’1”

	Weight
	:
	50 kg

	

	EDUCATIONAL ATTAINMENT

	Collegiate Level
	:
	Bachelor of Science in Business Administration

	
	
	Major in Financial Management

	
	
	University of San Carlos- Downtown Campus (2012-2016)

	
	
	P. del Rosario Street, Cebu City, Philippines 6000

	Date Graduated
	:
	April 16, 2016

	Secondary Level
	:
	St. Thomas Learning Center Foundation, Inc. (2008 – 2012)

	
	
	Rizal Street Ext., Danao City, Cebu, Philippines 6004

	Date Graduated
	:
	March 2012

	Elementary Level
	:
	St. Thomas Learning Center Foundation Inc. (2002 – 2008)

	
	
	Rizal Street Ext., Danao City, Cebu, Philippines 6004

	Date Graduated
	:
	March 2008

	
	
	

	WORK EXPERIENCE
	
	

	Company
	:
	Mercedes-Benz Group Services Phils., Inc.

	
	
	10F Mercedes-Benz Tower, Mindanao Ave., Cebu Business Park,

	
	
	Cebu City, Philippines 6000

	Position
	:
	Junior Analyst

	
	
	Procure to Pay, Back Office Berlin

	Date
	:
	June 2016 – July 2017

	Job Description
	:
	


· Verifying invoices through SAP from services being rendered in the production or in the mother company (Germany).
· Ensure that invoices are well-issued by suppliers and are encoded in the system correctly.
· Handling accounts payable by clearing invoices of the suppliers before being paid.
· Conducting monthly reports to be presented within the team and to the managers.
	Company/Event
	:
	Asia-Pacific Economic Cooperation (APEC)

	
	
	Cebu City, Cebu, Philippines 6000

	Position
	:
	Conference Management Officer (Volunteer)

	Date
	:
	August 2015-October 2015

	Job Description
	:
	


· Assists the attending delegates of the summit who are from countries within Asia-Pacific region.
· Assists in facilitating the meeting to be held in respective conference areas.
· Caters concerns and queries which provide satisfaction to the guests.
	Company
	:
	Wealth Development Bank Corporation

	
	
	Credit Department

	Philippines
	
	Hilario Chu Bldg., 148 F. Ramos Street Cebu City, Cebu,

	
	
	

	Position
	:
	Credit Admin Assistant (On-the-Job Training)

	Date
	:
	June 2015 – August 2015

	Job Description
	:
	


· Updating promissory notes and accounts of the existing clients.
· Ensure that all loan application documents are well-provided by clients.
· Ensure all existing loans have active files and complete documents in the records
	Company
	:
	Human Resource Management Office

	
	
	University of San Carlos – Downtown Campus, Philippines 6000

	Position
	:
	Assistant Attendance Monitoring In-Charge (Working

	Scholar)
	
	

	Date
	:
	November 2012 – April 2016

	Job Description
	:
	


· Checks the attendance of all working students in the university.
· Ensure that tardiness and absences were kept in track in the record.
· Monitoring all submitted administrative forms e.g., leaves and missing punches in a stipulated time.
· Assists in checking the attendance of all employees in the university.
· Updates active 201 file in the records and making sure that documents are complete.
	Company
	:
	Human Resource Management Office

	
	
	University of San Carlos – Downtown Campus, Philippines 6000

	Position
	:
	Faculty Attendance Checker (Working Scholar)

	Date
	:
	June – October 2012

	Job Description
	:
	


· Checks the attendance of the faculty conducting classes in his/her given class schedule.
· Monitor their absences report submitted whenever they are absent.
· Ensure that faculty is conducting classes on time.
SKILLS


· Ability to communicate effectively in English, both verbally and in writing
· Have exceptional problem solving skills, with a proactive approach, coupled with a proven analytical ability enabling you to consider the details and complexities of issues, while still driving for results
· Thrive on challenge, and seek to find opportunity in every situation
· Open-minded, and enthusiastic to learn new things for a more productive work
· Highly motivated; trainable and achieves to get things done right the first time
· Able to prioritize work, recognizing the need for doing thorough and complete work
· Can operate Windows-based PC’s with various software such as Microsoft Office Applications (Word, Excel, PowerPoint)
· Can work under pressure
· Equipped with leadership skills and able to organize and facilitate cluster’s educational tour, seminars and meetings
· Have wide knowledge about SAP system
· On-the-process of learning basic Arabic communications
ACHIEVEMENTS & AWARDS


· Magna Cum Laude Candidate, with a GPA of 1.39 (Grade A)
· Dean’s Lister, Business Administration Department, A.Y. 2013-2016
· Second Honorable Mention, Class of 2012, St. Thomas Learning Center Foundation Inc.
SEMINARS ATTENDED


· Developing Highly Effective and Efficient Persons (DHEEP) Workshop, Mercedes-Benz Group Services Phils., Inc., 10F Mercedes-Benz Tower, Mindanao Ave., Cebu Business Park, Cebu City, Philippines 6000 (February 7-8, 2017)
· Customer Satisfaction Communication Training, Mercedes-Benz Group Services Phils., Inc., 10F Mercedes-Benz Tower, Mindanao Ave., Cebu Business Park, Cebu City, Philippines 6000 (October 14, 2016)
· APEC 2015 Advanced Training Program for Liaison Officers and Conference Management Officers, Bayfront Hotel Cebu, Cebu City, Philippines (July 2015)
