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Profile:  A hard working experienced professional, highly motivated administrative support and committed with strong work ethics, great initiative and excellent interpersonal skills. Enjoys working with the teams. 

Achievement:


Document Organization
Developed and created effective filling system to accelerate paper work processing

Administration
Performed administration task such as filling, developing spreadsheets, faxing reports, photocopying and scanning documents for inter-departmental use.

Professional Experience:
2010    Aug – Feb ’2011  Clerk (manhour) SNC LAVALLIN Tripoli, Libya
· Government rehabilitation institute

· Filing, light typing and other office activities/ manpower monitoring 

· Assist in payroll preparation by calculating all times sheet and related duties

· Prepares daily man hours and manpower reports

· Perform other duties as may be assigned

2009   May – June Price Monitor, DTI – NCR
· Daily monitors prices for basic Necessities and prime commodities

· Construction supplies and School supplies 

· Drives a four wheel vehicle 
2007- 2008, Clerk/ timekeeper, Al HASOUN Arabian Group,      Dubai, UAE
· Filing, light typing and other office activities/ manpower monitoring 
· Assist in payroll preparation by calculating all times sheet and related duties
· Perform other duties as may be assigned
2007, Clerk / timekeeper, HILLMARC Construction Co., Inc., Quezon City, Philippines
· Filing, light typing and other office activities
· Assist in payroll preparation by calculating all time sheet

· Perform other duties as may be assigned

1989 - 2000, Customer Service Representative, Barclay, ISSHO GENKI, FLP, etc., Makati, Phil
· Increase number of sales both in household and institutional 

· Managed a number of approved clients. 

· Increase new recruits – speeding profitability
· Increase customer retention thus securing repeat business

1988-1989, Warehouse Receiving Clerk, Cinderella Marketing Corp., Quezon City, Philippines

· Check supplies and issues receipts 

· Sorting, filing, encoding, receive and inspect items from vendors

· Perform other duties as may be assigned

Education
1982 – 1987 


POLYTECHNIC UNIVERSITY OF THE PHILIPPINES
Marketing


Bachelor In Business Management
Training & Seminars
2011 MAY


Overseas Worker & Welfare Administration OWWA
Fundamental Course on Computer, Word Processing & Spreadsheet

2009 MAY


Department of Trade & Industry, NCR Camanava

Entrepreneurship Seminar
2009 November

Mitch Cajayon Computer Learning Center
Basic Computer Course
2000 Sep – Dec

Technological Education & Dev’t Skills Authority NCR Camanava
Auto Driving

1998 Aug - Dec

Technological Education & Dev’t Skills Authority 
Computer Software technology
1998 September

Time Life Asia, Inc  Manila, Philippines


Sales & Communication Skills

