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EMPLOYMENT OBJECTIVES:

To work for a challenging company which offers professional development and growth potential and to further build up my academic training and experience to benefit the employer and advance my career.

PERSONAL INFORMATION

Nationality
:  Filipino




Civil Status
:  Married




Age

:  30 years old

Date of Birth
:  December 31, 1983

Place of Birth
:  Davao City, Philippines
LANGUAGE:             English, Filipino and Cebuano
WORKING EXPERIENCE:

Corporation/
World Service Center Agent (Receptionist)
(June 2006 – Sept. 5, 2014)
Duties and Responsibilities:

- Accept Shipper’s items and make sure that it is properly packed to avoid damage.              -     Encode all the data needed on the computer to create tracking numbers for the      
     specific shipment.

· Prepare all the documentations needed for the customs to release immediately the shipment.   

· Issue an official receipt, received the payment of the clients and remit it to our    
           accounting office after work.

· Check and reply emails.
· Make an inventory of all the operations supplies and request some from manila, Philippines head office if needed.
OISHI-MOTO TRADING, INC.
Talomo, Davao City. Philippines
Accounting Staff

(Jan. 2006 – June 2006)

Duties and Responsibilities:
· Prepare and release the allowances of the salesmen.

· Check delivery receipts, official receipts, daily and weekly summary report of the salesmen.

· Make the daily, weekly and monthly report and submit it to the main office.

· Do stocks inventory.

QUALIFICATIONS:

· Have above average interpersonal & good communication skills to work effectively with others.
· Can work minimum supervision, fast paced environment, flexible and trainable.

· Can relate with different level or types of personalities & adapt easily to various situations.

· Possess a strong disposition & wise of responsibilities. Proficient in computer applications MS Word, Power point and Excel.

· Fluent in English both oral and written.

· Work under pressure, self-motivated, growth oriented and with initiative
  EDUCATIONAL ATTAINMENT
2002 – 2006
HOLY CROSS OF DAVAO COLLEGE



Sta. Ana Avenue, Davao City. Philippines



Bachelor of Science in Commerce

                        Major in Banking and Finance

1996 – 2000
F. BUSTAMANTE NATIONAL HIGH SCHOOL



Tibungco, Davao City. Philippines

1990 – 1996
TULALIAN ELEMENTARY SCHOOL



Tulalian, Sto. Tomas, Davao Del Norte. Philippines

TRAININGS AND SEMINARS:
April 27-28, 2007
Domestic Courier Course



Airfreight 2100, Inc.

April 26, 2007

Customers are Really Everything Program



Linaheim Corporate Services

April 23-25, 2007
International Courier Course




Airfreight 2100, Inc. 




Licensee of Federal Express Corp.

May 22, 2006

Employees Legal Rights and Sexual

                                    Harassment seminar/Workshop



                 
May 06, 2006

How to become a Successful Entrepreneur



Seminar/Workshop

April 28, 2006

Stress Management



Seminar/Workshop

April 22, 2006

Job Search and Work Place Etiquette



Seminar/Workshop
�








