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LEANDRO 

E-mail: leandro.197183@2freemail.com 

PROFILE

A self-motivated, energetic, and hardworking person with over 17 years of work experience in all administrative responsibilities. I have exposure to different types of customers and handled them with great satisfaction.

WORK EXPERIENCE
Administrative Assistant/Document Controller  (November 2005 to June 2017)   
ATI- Regional Training Center 5 (ATI-RTC 5) 

Office of the Center Director (OCD), Philippines
Administrative Assistant  (September 2005 to October 2005)
Agricultural Knowledge Management, Section (AKMS), ATI-RTC 5, Philippines

Responsibilities: 

· Provide secretariat support to the Director in monitoring of strategic initiatives and key programs

· Process administrative concerns of the Office of the Center Director (OCD)

· Maintain all records/document pertaining to company’s code and rules for processing

· Coordinate with other offices in setting meetings, conferences, and travels etc.

· Manage incoming and outgoing documents of the Director
· Send and receive faxes and keep safe confidential documents

· Encoding data, filing materials, correspondences and draft communication letters
· Perform other duties as deemed necessary from time to time.
Sales Associate  (July 2003 – August 2005)        
Globe Telecom, Legazpi City, Philippines
· Selling of prepaid sim cards and selected cellphone models.

· Provide accurate recording and reporting of sales (doing the inventory).
· Provide information to costumers about the product.
· Ensure safety and safekeeping of product.
Office Assistant/Receptionist  (April 2001 – June 2003)     
Albay Prov’l Public Safety & Emergency Management Office(Traffic Safety Division), Philippines

· Wecome office clients, assist and attending to their concerns

· Provide various clerical  tasks such as typing, data entry, filing and other tasks as assigned. 

· Provide bookkeeping, government reportorial requirements 

· Send and receive faxes, attending to telephone calls.
Restaurant Staff  (June 1999 – February 2001)
MCA Restaurant, Daraga, Albay,  Philippines

· Greet and welcome the costumers
· Attending to orders, serving
· Receiving the payments as needed
· Maintaining the cleanliness and orderliness of the resto
· Attend to other costumer needs
SKILLS AND QUALIFICATIONS
· Career Service Professional eligible

· Highly creative and self motivated, resourceful, can work under minimum supervision, with sound time and management skill

· Good public relation ability

· Profiency in MS Office Application

· Ability to prioritize tasks, meet deadlines, analyze issues, solve problems and to multitasks
EDUCATION
Bachelor of Science in Business Administration

Major  in  Management - (1994 – 1998)
    
Bicol University College of Arts & Sciences (BUCAS) Legazpi City, Philippines
Personal Information
Birth date:
 April 26, 1978


Status:       Married

Languages: 
English, Tagalog

Nationality: Filipino
  
Visa Status: 
Visit Visa



References available upon request.

