CURRICULUM VITAE
GERARDO  

Gerardo.65644@2freemail.com 

________________________________________________________________________

Objectives:

· To pursue a challenging and rewarding career that would enhance professional and interpersonal skill.

· To be an asset to the company, if given the opportunity to work here.

Highlights of Qualifications:

· Hardworking, dedicated, honest  and dependable.

· Ability to continue working toward a goal despite difficulties.

· Ability to manage time, people, set priorities and work under stress.

· Achievement oriented, self-motivated and a team leader. 

Working Experience:

DEPARTMENT OF AGRARIAN REFORMS
Provincial Office No. VIII
Tacloban City Philippines

January 2004 – June 2008
LEGAL  ASSISTANT

· Preparation of necessary legal documents and reports of land owners and tenants before court proceedings..

· Assist and attend to the legal needs of the concerned parties .

· Establishes, ensures and maintains office filing system, prepares outgoing correspondences independently. 

NAT’L HOME MORTGAGE FINANCE CORP.

Makati City, Manila,  Philippines

August 1999 - December 2003

CLERK IV
· Preparation of various forms such as photocopy request, teller reports, full payments and other forms to be used in cash section operations.
· Verification and tracing of unposted/misposted payments of individual borrowers.

· Preparation of accounting tickets/entries (reclassification of debit & credit memos), encoding of checks and deposit slips for bank.

· Assisting and relieving tellers during peak and in a must situation.

COCA-COLA PHILIPPINE S, INC.

Tacloban City,  Leyte Philippines

MERCHANDISER

May  1996 to June 1999
· Responsible for  attending  needs  of existing customers,  understanding  their needs and

 
demonstrating new products. 

· Promoting, selling company products and evaluating markets.

· Generates and identify  new potential direct customers such as supermarkets, restaurants
 
and other establishments and develop rapport to proAspective clients.
SHOEMART CUBAO
Quezon City Philippines
SALES ATTENDANT
February 1994 to March 1996
· Selling and giving effective suggestion

· Initiating delivery of items, sorting, counting and proper storing.

· Initiating monthly inventory.

· Manage assigned customer relationships ensuring satisfaction, retention and loyalty.

· Dispatching slow moving products from store.

· Respond to customer complain and inquiry and provide information. 

EDUCATIONAL BACKGROUND:

POST GRADUATE

Bachelor of Laws  (2nd  Year)





Divine Word University 




Tacloban City, Phils.

COLLEGE


Bachelor of Arts (Political Science)


Divine Word University
  





Tacloban City, Phils.





Graduated - 1999

PERSONAL

Age



38 Years old

Birth date


October 13, 1969                                  

Birthplace


Burauen Leyte                                 

Civil Status


Married                               

Nationality


Filipino                                          

Skills



Computer Knowledge (MS Office Application)






People Management & Interpersonal Skills

Language Spoken

Waray-Waray, Tagalog & English
           

Attested Certificates – available upon request.

