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About Me

DOB 26 September 1988 

Height:  5’7
Weight: 55 kg
Religion : Roman Catholic 
Nationality: Filipino

Language:

English, Tagalog
Availability:
Immediate
Education

Bachelor of Science in Nursing 

Dr. Gloria D. Lacson Foundation Colleges
2007 - 2010
Computer Skills

MS Office and Excel Applications, World Wide Web 

	Executive Summary

Qualified and experienced professional with 3 years of track record in diversified industries, seeks suitable position in a progressive organization. Expertise in Sales, Administration, Customer Service & Human Resources. Well versed with Microsoft Office and Internet Explorer. In the past noted for demonstrating proficiency in performing under work pressure, error-free and possess a can do attitude.
Experience: 

· Administration – Serve as prime interface for all office based and administrative operations in the organization; Ensure smooth office operations by maintaining constant communication with internal departments and keeping track on various correspondences plus office communications;  Handle office operation in case of the management’s absence;  Sort out all incoming/ outgoing mails and correspondence on the base of urgency, priority and confidentiality to facilitate quick and efficient service to concern.

· Customer Service – Customer Relationship Management (CRM).
· Sales - Assist in the implementation of sales strategy;  Prepare monthly, weekly or daily sales analysis;  Prepare proposals, agreements, sales reports, and presentations;  Support the sales team in attaining sales targets;  Update the status of sales order in the database or computer;  Collect, analyze, evaluate and account the information in order to increase productivity of sales.

Skills: 

Team player: eye for detail; Enthusiasm with strong and effective communication skills, analytical thinking and problem solving; strong ability to learn, adopt and improve new business responsibilities.
Error Free:   has keen eyes with errors; very much organize; systematic and is perfectionist.

Leadership:  an exceptional leader who is able to develop and motivate others and a team.

Can do Multitasking:  can perform effectively and can do multi-tasking even within a highly pressurized working environment. 

Career Path

Payroll & Timekeeping Clerk
Carron Dreampark
San Isidro, Nueva Ecija, Phils. 

Aug 2012 – Jul 2013

· Process and issue employee paychecks and statements of earnings and deductions.
· Compute wages and deductions, and enter data into computer.

· Compile employee time, production, and payroll data from time sheets and other records.

· Review time sheets, work charts, wage computation, and other information in order to detect and reconcile payroll discrepancies.

· Verify attendance, hours worked, and pay adjustments, and post information onto designated records.

· Record employee information, such as exemptions, transfers, and resignations, in order to maintain and update payroll records.
Store Supervisor/Sales

Giordano Company Philippines
Manila, Phils. 

Jan 2011 – Jun 2012
· Ensure that the store looks attractive by designing the arrangement of merchandise in the store.
· Supervise the functioning of the staff.
· Respond to customer’s queries and help them with purchase.

· Train new staff and manage the work schedule of the staff.

· Ensure that the targets are met.

· Supervise the stocking of goods.

· Replenish the merchandise regularly.

· Monitor the financial transactions of the store.

· Handle customer complaints.

· Collect feedback from customer and suggest changes accordingly. 

· Greet customers and introduce them to new launches and products.

· Talk to the customers and find out their needs and provide excellent customer service.

· Explain repair and alteration options.

· Maintain sales records and also place special orders.
Administrative Assistant

Encarnacion Dental Clinic
Cabanatuan City, Nueva Ecija, Phils. 
May – Dec 2010
· Handle everything pertaining to the appointments of the patients with the doctors and answer phone calls of both internal departments and external call.

Handle data entry job and maintain a record of the past medical history of the patients along with their details.
· Handle data entry job and maintain a record of the past medical history of the patients along with their details.
· Communicate and correspond with patients, insurance companies and laboratory suppliers.
· Help doctor to examine the patients.




