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OBJECTIVE

 To fully utilized my knowledge and experienced and to understand the concept of working in a foreign land. To appreciate the value of well-planned and organized work system.
WORK EXPERIENCE
Ileco II, Electric Cooperative Inc.      February 2005- December 2006 
Position  :     
Receptionist/Office Staff (Warehouse Department)

                      
Philippines           

Duties and Responsibilities

· In charge of office documentations and files

· Receives inquiries and provides information for total customer satisfactions
· Encodes and inventory of stocks
· Ensuring the proper arrangement of the warehouse stocks
· Maintain the office supplies inventory and requisition of the supplies
· Performed other tasks that maybe assigned by the manager
   City Appliance                                   November 2003- December 2004   
Position:                 Customer Service Representative/Sales Assistant
                                Philippines                

Duties and Responsibilities

· Provide quality customer service 

· Demonstration of product for new features

· Assisting buyer's need 

· Sales campaign and Orientation to applicants (Caravan Sales)

· Encoding of entries sales invoice, receipts and installment plans

· Receiving calls and inquiries 

· Preparing a sales report daily, weekly and monthly

· Orientation to sales agent about company policies 

Al Dente Italian Restaurant and Café    May 1999 – Sept. 2002            

Position:
Restaurant Supervisor

                 Sarabia Manor Hotel and Convention Center, 

Philippines  
 

Duties and Responsibilities

· Responsible for attending customer needs

· Maintaining good relationship to the customer

· Rendering class A service to the customer

· Supervising the whole kitchen operation 

· Responsible for food and buffet reservation

· Responsible for all restaurant needs in the kitchen, bar, dining and cashier area

· Responsible for all food inventory and kitchen stocks inventory

· In charge of the training of the kitchen crew trainees  

DYFM BOMBO RADIO                                           1995 MAY ELECTION           

Position :    Telephone Operator/ Field Reporter (Volunteer)

         
         Philippines       
         

Duties and Responsibilities

· Receiving inquiries and information from callers

· Tally of Election results and encoding

· Transmitting information to the public

· Gathering news from the public

SPECIAL SKILLS 

· Able to use computer 

· Rendering and maintaining a good rapport to the clients 

· Good in Tele-Communications 
· Good in advertising and promoting sale products 





SCHOLASTIC RECORDS

Tertiary

Bachelor of Science in Mass Communications 

Major in Broadcasting

West Visayas State University

Philippines

PERSONAL INFORMATION:
Nationality  

     : Filipino

Religion      

     : Roman Catholic

Civil Status 

     : Single 

