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CAREER OBJECTIVE

Seeking a position in an organization where demonstrated skills in sales and administration that can be use to increase profitability and promote growth.

EDUCATION


	Bachelor of Science in Computer Science
	                        

	
	

	Adamson University 

Ermita, Manila –Philippines

March 1999-2006

	


SKILLS  AND QUALIFICATIONS

	
	

	· Computer literate (Microsoft Word/Excel)
	

	· Peachtree Program (Sales Order/Sales Invoice)

· Ability to manage multiple tasks in a pressured environment.
· Ability to maintain records and files for easy access and retrieval.
· Oracle Program (New hire Employees/Supplies Requisition)

· Good communication skills


	

	
	


   WORK EXPERIENCE


Asst. Sales Processing

April 19, 2014 – Present
Job Description:
· Prepare daily intake and monthly sales reports in connection with Accounts Department.
· Processing daily sales orders and invoicing.
· Keep accurate records of monthly and annual sales figures.
· Coordinating with Sales Consultants, Production team and for orders.
· Maintain sales records and filing system.
· Maintain and order Office Supplies

· Update Pending orders based from the Daily invoices and Sales Orders.

· Other clerical work as assigned by immediate officers.

Star Appliance Center, Inc.

Human Resources Assistant (Benefits)
Mall of Asia, Pasay City-Philippines

January 23, 2012 – February 7, 2014
Job Description:
· Encode of new hire employees of NCR & Provincial to Oracle and Chris System.

· Check CS, UT, OT and log sheet (NCR branch)

· Handle of   lost/captured ATM of seasonal and regular employees.

· Enroll HMO card (Intellicare/Valucare) for regularization.

· Handle of SBRA, SNF, ENF and MBRA.

· Handle of change status and dependent of BIR, Pag-ibig, Philhealth and SSS.

· Issue of Notice of Personnel Action (NPA), Employee’s SCRF Route Slip and Separation Clearance and Release Form (SCRF) and transmit to all branch of NCR.

· Handle of renewal/lost/defective id.

Star Appliance Center, Inc.

Administrative Clerk
Bacoor, Cavite -Philippines
March 23, 2007 – January 21, 2012
Job Description:
· Monitor daily attendance of all employees.

· Issue fax and confirm investigation Violation Report (IVR) / Sales Promo Violation of Company Rules and Regulations (SPVCRR) to delinquent employees.

· Compute for the sales performance of direct selling personnel.

· Compute for the group brand incentives.

· Fax and confirm nature of separation to HR department.

· Do daily time records and exceptional report.

· Monitors and request supplies.

· Perform other duties as assigned by the superior.

	REFERENCES


	

	References available upon request.



	

	
	


