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	Citizenship: Filipino

	Date of Birth: November 3, 1989

	

	Visa : Visit Visa                                        

	Availability : Immediate

	


	Objectives
	I am a conscientious person who works hard and pays attention to detail. I'm flexible, quick to pick up new skills and eager to learn from others. I'm keen to work for a company with a great reputation and high profile. Well-developed communication and customer service skills. Proven ability to efficiently plan and manage multiple assignments to meet tight deadlines. A proactive problem-solver who gets the job done.

	Work Experience
	Executive Secretary to the Managing Director
Testing Center

Arayat, Pampanga

March 3, 2014 till April 30, 2015
Duties and Responsibilities:
· Performs administrative and office support activities for multiple supervisors.

· Duties may include fielding telephone calls, receiving and directing visitors, word processing, creating spreadsheets and presentations, and filing.

· Extensive software skills are required, as well as Internet research abilities and strong communication skills. 

· Sensitivity to confidential matters may be required. 

· Read and analyze incoming memos, submissions, and reports in order to determine their significance and plan their distribution.

· Open, sort, and distribute incoming correspondence, including faxes and email.

· File and retrieve corporate documents, records, and reports.

· Greet visitors and determine whether they should be given access to specific individuals.

· Prepare responses to correspondence containing routine inquiries.

· Perform general office duties such as ordering supplies, maintaining records management systems, and performing basic bookkeeping work.

· Prepare agendas and make arrangements for committee, board, and other meetings.

· Make travel arrangements for executives and managing director.

· Conduct research, compile data, and prepare papers for consideration and presentation by executives, committees and boards of directors.
· Prepare invoices, reports, memos, letters, financial statements and other documents, using word processing, spreadsheet, database, and/or presentation software.

· Set up and oversee administrative policies and procedures for offices and/or organizations.
· Review operating practices and procedures in order to determine whether improvements can be made in areas such as workflow, reporting procedures, or expenditures.
Ticketing Representative
Grand Cineplex
Dubai, UAE
November 15, 2010 till May 8,2013
Duties and Responsibilities:
· To collect payments from customers either cash or credit card and give them the movie tickets that will admit them into the film of their choice.
· We ensure to answer questions about the movie, give the proper information like a special rates for certain shows or movie promotion.
· We have to make sure that the cash drawer balances out at the end of our shift so that we give the accurate count of the sales.
· Examine tickets or passes to verify authenticity, using criteria such as date of issued.
· Settle seating disputes or help to solve other customers concerns.

· Coordinating the work and activities of others to accomplish tasks.

Sales Executive
SM Shoemart 

San Fernando, Pampanga

April 15, 2010 till September 15,2010

Duties and Responsibilities:

· liaising with clients in all areas of sales - client interaction is vital and sales assistants working with higher priced goods will need to provide a highly personalised approach

· meeting set sales targets - this aspect of the work can be demanding, often carried out in a busy and pressured environment, with sales teams frequently expected to hit their targets

· stocking, replenishing and cleaning sales areas

· assisting with product selection

· processing payments of various kinds

· offering advice to customers

· arranging delivery dates for larger items

· dealing with customer complaints; 

· utilising specialist product knowledge

· monitoring and updating sales display areas
· performed other duties as may be assigned from time to time

	Certificate of
Achievements
	National Center for Mental Hospital
Mandaluyong, Manila

January 25,2010 – February 25,2010

Training at the College Guidance and Admissions Office

University of the Assumption, San Fernando, Pampanga

Certification of Participation in the Job Orientation

Municipality of San Fernando, Pampanga

November 24, 2009

Certification of Participation in the Annual Team Building

Psychology and Biology

University of the Assumption, San Fernando, Pampanga

March 16 & 17, 2007
Workshop on Enhancing Communication Skills in Adherence to Global Competitiveness of the 21st Century

University of the Assumption, San Fernando, Pampanga

February 15,2007



	Education
	Bachelor of Science in Psychology
University of the Assumption

San Fernando, Pampanga

08 April 2010

Secondary

Holy Child Educational Foundation

Arayat, Pampanga

02 April 2006

Primary

Sta Rita Elementary School

Sta Rita, Olongapo City

March 2002



	Key Skills
	Computer Literate – Microsoft Excel, WinWord, Powerpoint and General Interest Surfing


	


