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LAURENCE 
C/o - Contact No.: +971505891826
Email Add: Laurence.377512@2freemail.com 
CARRER OBJECTIVE

To enhance my skills, knowledge and competence as well as my personality as a professional while contributing to the total advancement of your organization toward its goals.
WORK EXPERIENCE



DMCI Property Management Corporation



Taguig City, Philippines


Administrative Assistant/ Receptionist/Customer Care Representative


(July 2016 -February 2018)


Duties and Responsibilities:

· Arrange customer concern representative for all residence (Account problems, technical concerns and site inquires).
· Receive cashpayments, credit card/debit card, checks or deposit slips/transaction receipts of the client.

· Encode VAT in E-Bureau of  Internal Revenue.
· Monitor and file reservations for condo amenities (Alfresco Clubhouse, podium, gazebo etc.).
· Organize and advertise events for the clients.
· Monitoring, recording and keeping records of all registered client.
· Received and routing different documents, delivery receipts, sales invoices, work orders, service reports.
· Issuing official receipts and acknowledgment receipts for payments made.

· Encode bills payment, utilities consumption and other related data of/from unit owners in Integrated Property Accounting System(IPAS).
· Preparing memo/advisory for the residence for any announcements.
· Prepare daily report such as Daily Collection, Checks and Cash Deposited.
· Tagging for bank reconciliation.

· Organizing move-in and move-out clearance of tenants.

· Organizing membership for gym and monitoring card availability.
· Organizing schedule for pest control in common areas and inside units.

· Send Statement of Accounts of clients thru online email.
· Handles housekeeping.

· Monitor and prepareinvoice of condo supplies and materials requested to 
· Alternate key custodian of the property management office.
Jama’al Human Resource International Travel Agency

Buendia Pasay City, Philippines
Marketing Assistant
June 2015- April 2016

Duties and Responsibilities:
· Weekly report of applicants according to each job order
· Designing flyers, tarpaulins and online advertisements
· Posting in website of job orders on workabroad.ph
· Review online applicants according to the given qualification in each job order
· Update online information such as job order deadlines or closing

· Assist applicants for their interview and exams

· Encodeapplicant data’s regarding job application and job order.
· Follow up applicants for scheduled exams and interviews

· Compiling of job applications according to job orders 

· Makes photocopies, faxes documents and performs other clerical functions.
QUALIFICATION
· Hardworking, dedicated, effective, efficient and determined.

· Knowledgeable in MS Office Applications such as MS Excel and MS Word.

· Willing to work on extended hours.

· Can work with minimal supervision.

· Ability to adapt quickly to challenges and changing environment.

· Competent, self-motivated and innovative individual with the ability to rapidly learn and apply new skills.
SEMINARS AND AWARDSACHIEVEMENT

Bloomberg Seminar
(April 2-30 2016)


Dr. Filemon C. Aguilar Memorial College of Las Piñas City

Golden Gate Las Piñas City
Best Rookie Award

(Dec 2016)


Cypresstowers Condo Corporation, DMCI Homes Property Management


Taguig City, Philippines
Best Customer Care Representative

(Dec 2017)


Cypresstowers Condo Corporation, DMCI Homes Property Management


Taguig City, Philippines
EDUCATIONAL BACKGROUND


College

:
Dr. Filemon C. Aguilar Memorial College of Las Piñas City






Golden Gate, Las Piñas City Philippines

Course

:
BS Business Administration






Major in Marketing Management





2012 - 2016

Secondary

:
Spring Christian School






Bukal, Muntinlupa City






2008 - 2012


Primary

:
Muntinlupa  Elementary School 






Poblacion, Muntinlupa City






2002 - 2008
PERSONAL BACKGROUND


Birthday
:
January 13, 1996
Birth Place
:
Metro Manila, PH

Civil Status
:
Single
Nationality
:
Filipino

Religion
:
Roman Catholic

Gender

:
Male

Visa Status
:
Visit Visa
CHARACTER REFERENCE: 
Available upon request

I hereby certify that the above information is correct to the best of my knowledge.
