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        EDGARDO 
      
“To apply my knowledge and skills with my utmost intelligence in every field I might 

into and still upgrade it with collective wisdom for the betterment of my profession.”


EDGARDO
.81077@2freemail.com 
SUMMARY OF QUALIFICATIONS

· Experienced on works such as Inventory, Administrative, Credit & Collections and Timekeeping 

· Perform Administrative, Office and Warehousing functions
· Knowledgeable in basic Accounting, Bookkeeping, Document Controlling
· Handle Supervisory works
 SKILLS


	Interpersonal Skills

· Hardworking, efficient and proficient

· Deal effectively with conflicts
· Adapt to changes
· Reliable and responsible work ethics

· Ability to cope with heavy workloads

· Can work with minimum supervision

· Ability to collaborate with other people
	  Written and Verbal Skills
· Good in oral and written communications, 

both in Tagalog and English 

Customer Service Skills

· Effectively communicate with all customers

· Handle complaints and issues

· Provide quality assurance and customer confidence

	Computer Skills
· Competent with MS-Word, MS-Excel, MS-Powerpoint, E-mail and Internet


PROFESSIONAL INFORMATION


Accomplishment:  Performs duties and responsibilities well-satisfactory.
Duties and Responsibilities  
· File and retrieve documents, records, and reports.
· Perform general office duties such as ordering supplies, maintaining records management systems and performing basic bookkeeping work.
· Coordinate and direct office services, such as records and budget preparation, personnel, and housekeeping.
· Prepare invoices, reports, memos, letters and other documents.

· Supervise and train other clerical staff.
· Review operating practices and procedures in order to determine whether improvements can be made in areas such as workflow, reporting procedures, or expenditures.
· Prepare responses to correspondence containing routine inquiries.

· Greet visitors and determine whether they should be given access to specific individuals.

Accomplishment:  One of the supports who brought to Bantam, Indonesia for the project

Duties and Responsibilities  

· Gather information regarding the project.
· Analyze gaps and Design customized solution and user training.
· Documentation of project in accordance of Application Implementation Methodology.

Accomplishment: Maintain professionalism and good relationship with customers through efficient actions and good customer’s services.

Duties and Responsibilities  

· Handle Supervisory works.
· Attend to any customer’s complains.
· Do Sale Reports on daily basis.
· Directly in-charge with the Inventory management of the store.
· Effort includes making necessary and impromptu decision regarding restaurant operations which considers
the company’s and personnel’s welfare.

· Ensures that Store Rules and Regulations are followed properly.
· Relates to the management and owner about concerning matters.

Accomplishment:  Set-up Inventory and Delivery systems of the company. Regulate and control the in and out of goods consistently.  Eradicate pilferage of the employees in the company.  
Duties and Responsibilities 

·  Reports Monthly and Annual Product Movement and Product Inventory. 

·  Prepares Monthly and Annual Forecasting Report.    

·  Makes Purchase Order of Finished Goods requirements.
·  Monitors the quality, quantity, cost and efficiency of the movement and storage of goods
·  Supervises maintenance of Warehouse facilities and Delivery Vehicles.
·  Makes analysis pertaining to warehouse adjustment and improvement. 

·  Assigns Delivery schedule/trip ticket for delivery personnel.
·  Provides Cash Collection and remittances report to be forwarded to Accounting Department.                                                              

·  Prepares Sales order. 

·  Reconciles Product Sales versus Cash and/or Receivables Sales.
·  Deals with all the suppliers regarding ordering, product specifications and follow-ups and other matters.

Accomplishment: Successfully enforced rules and regulations of the company regarding timekeeping and limit employees from doing timekeeping frauds and violations.

 Duties and Responsibilities

· Prepares Timecards and Timesheets of the employees.
· Updates daily attendance records of the employees.
· Makes report on attendance violations.
· Assists the Payroll Department by submitting total Hours worked by employees on every cut-off date.
· Makes attendance report and updating and recording total hours worked for the day.
· Safe keep of all employees’ attendance record.
 

Accomplishment: Effectively done task to prepare and mail bulk newsletters for marketing campaign of the company. 

Duties and Responsibilities

· Prepares proposal and quotation of the client.
· Assists subscriber who inquires for their Monthly billing statement.
· Encodes and updates client’s personal information/data on our database.

Accomplishment:  Recover Accounts Receivable considered as Bad Debts. Maintain and control the Accounts Receivable at allowable credit limit.
Duties and Responsibilities
· Collections of accounts receivable on time.

· Handles and resolves issues of delinquent customer.
· Follow-ups of collections and balances on due date .
· Process of Statement of Accounts on monthly basis.
· Makes, issues, and monitors Invoices. 
· Maintains and updates book of accounts receivable. 
· Do other tasks and paper works required by superior.
ACADEMIC CREDENTIAL

Bachelor of Science in Information Management

AMA Computer College, Pasig City, Philippines

May 2004-August 2006

Bachelor of Accountancy (Undergraduate) has credited a Diploma in Bookkeeping

Polytechnic University of the Philippines, Manila City, Philippines

June 1988-September, 1994

SEMINARS AND TRAININGS ATTENDED


“Seminar on Documentary Letters of Credit”         
November, 2007-PICPA-Dubai, U.A.E.
“Oracle Financials Application-Accounts Receivable”         
September, 2006-Prof-Si-San Juan City, Philippines
Financials Application-General Ledger”

August, 2006-Prof-Si-San Juan City, Philippines
“Standard PC Assembly With OS Installation”



August, 2006-AMA Computer College-Pasig City, Philippines
“Thesis Writing in Information Technology”



June, 2006-AMA Computer College-Pasig City, Philippines
“Basic Oracle Programming8i”

April, 2002-Prime Technology-Quezon City, Philippines                                                                                                                                                                        
“Advance Microsoft Access”

April, 2001-CAL Computer School-Mandaluyong City, Philippines 
CHARACTER REFERENCES

References available upon request.
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Prime Technology Incorporated					Quezon City, Philippines


Administrative In-charge	                                               		January, 2008-October 2010





Prof-Si IT Applications Support and Services			San Juan City, Philippines


Asst. Functional Consultant/ Project Coordinator		September, 2006-December, 2006





HapChang Restaurant						Quezon City, Philippines


Management Trainee/Supervisor 					September, 2002-October, 2003





The Braidwood Company Incorporated				Pasig City, Philippines


Warehouse and Delivery Supervisor/Logistics-in-charge	April, 1999-February, 2002








Isetann Department Store Incorporated				Quezon City, Philippines


Timekeeper								November, 1996-April, 1997








Philippine Wireless Incorporated					Pasig City, Philippines 


Database Marketing Assistant					May, 1996-October, 1996





Belrewmond Trading (Casiotone) 					Quezon City, Philippines


Credit & Collection Officer/Accountant-Accounts Receivable	March, 1993-August, 1995

















