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Skills

   :   Administrative/Secretarial, People Management, Fluency in English 


       Communication

    
       Extensive knowledge in Microsoft Office such as (Outlook, Word, Excel,  

                   Powerpoint, Tally software)

 
  
       Broad knowledge in Microsoft Internet Explorer.

Educational Background:
Isabela State University Main Campus

Echague Isabela, Philippines

Course :
Bachelor of Science in Business Administration
              Major in Management
              (1999-2003)

Employment History:
Philippine Resources Savings Banking Corporation

Alingog Centre Rizal Avenue, Cauayan City Isabela, Philippines

(November 2012-June 2014)
New Accounts Clerk
● Compile information about new accounts, enter account information into computers and 

    file related forms and other documents.                                             

● Refer customers to appropriate bank personnel in order to meet their financial needs.
● Interview customers in order to obtain information needed for opening accounts or 
    renting safe deposit boxes.
● Inform customers of procedures for applying for services such as ATM cards, direct 
    deposit of checks and certificates.

● Obtain credit records from reporting agencies.
● Collect and record customer deposits or fees and issue receipts.

●  Investigate and correct errors upon customers' request, according to customer and bank 
    records.
● Perform teller duties as required.
AMC International DMCC
HDS Tower Jumeirah Lakes Towers, Dubai UAE
(May 2008-August 2011)
Sales Officer cum Secretary
● Responsible for searching new suppliers and customers and introduces company 

    profile along with product line.

● Arranges inspection of goods prior to shipment from the country's port of loading.

● Coordinates with inspection team based on the country's port of loading to conduct  

    physical inspection of goods to be shipped.

● Prepares necessary documents (Proforma invoices, packing lists, bill of lading, etc.) to be                                                    

    submitted to inspection team for Clean Report of Findings (CRF)issuance.

● Follow up original shipping documents from suppliers and ensures documents to be 
    received completely before shipments arrives at port of destination.
● Keep track of shipments on the way thru our shipping lines website (Maerskline, 

    Safmarine, MSC shipping).

● Informs customers all pending shipments, shipments on the way and their estimated 
    time of arrival along with their due dates and outstanding balances within the company.
● Prepare invoices for customs and bank use.
● Follow up payment from customers.

● Follow up monthly stock report from customers. 

● Provide administrative support such as visa application, renewals and other personnel
    related matters.
● Maintains manager’s calendar, appointments, travel & hotel bookings and arranges 
    venues of meetings.
● Attends trade exhibitions, conferences and meetings.

● Responsible for requisitions of office supplies and office maintenance.
● Operate telephone switchboard to answer, screen and forward calls, providing                

    information, taking messages and scheduling appointments.                                        
● Greet persons entering establishment, determine nature and purpose of visit, and direct 
    them to specific destinations.

● Transmit information or documents to suppliers/customers by email or fax.
● File and maintain records.

● Provide information about the company such as office location, employees within the 
    organization or services provided.
● Collect, sort, distribute and prepare mail, messages and courier deliveries.

● Process and prepare memos, correspondence and other documents.

● Receiving and accessing incoming faxes and e-mails, responding directly on routine
    matters.
● Accommodates clients’ concerns and inquiries carefully and act upon them accordingly.
Quedan and Rural Credit Guarantee Corporation
(Financing Company)

#34 Panay Avenue Quezon City, Philippines

(March 2004-March 2008)
Operations Officer I

● Produces information by transcribing, formatting, inputting, editing, retrieving, 
    copying and transmitting data, text and graphics.
● Organizes work by reading and routing correspondence; collecting information; 
    initiating telecommunications.

● Maintains department schedule by maintaining calendars for department personnel; 
    arranging meetings, conferences and travels.
● Daily monitors the attendance of department personnel.
● Completes requests by greeting customers, in person or on the telephone; answering or 
    referring inquiries.
● Maintains customer confidence and protects operations by keeping information 
    confidential.

● Prepares reports by collecting information.
● Maintains office supplies inventory by checking stock to determine inventory level;  

    anticipating needed supplies, placing and expediting orders for supplies; verifying 
    receipt of supplies.
● Keeps equipment operational by following manufacturer instructions and established 
    procedures.

● Secures information by completing database backups.

● Provides historical reference by utilizing filing and retrieval systems.

● Maintains technical knowledge by attending educational workshops.

● Contributes to team effort by accomplishing related results as needed.

Personal Information

Age


:
31 yrs old



\Date of birth

:
January 26, 1983

Height


:
5 ft. 5 inches

Weight

:
115 lbs.

Place of birth

:
Cabatuan, Isabela, Philippines

Nationality

:
Filipino

Language spoken
:
Filipino & English-Fluent

Marital status

:
Single

Visa Status

:
Tourist visa
