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EDUCATION  
Bachelor of Science in Management Accounting, March 2013
Ateneo de Davao University, Philippines
Information Technology, March 2008 (Vocational Course)
Southern Mindanao Institute of Technology, Philippines
EXPERIENCE

December 2014 to          Chateau Alfonso y Priscila Dormitory
May 15, 2015                  Davao City, Philippines



Secretary/ Receptionist

· Filling / Sort of Documents
· Devising and maintaining office systems

· Booking for rooms for new students

· Photocopying and printing various documents

· Answering Calls

January to
            SHARAF DG L.L.C.

November 2014           Sales Executive, Dubai, UAE
· Listens to customer requirements and presenting appropriatesales

· Maintain and develop relationships with existing customers 

· Negotiates on price, costs, delivery and specifications with buyers

· Advising on forthcoming product developments and discussing special promotions

· Checks the quantities of goods on display and in stock

· Reviewing your own sales performance, aiming to meet or exceed targets

· Making accurate, rapid cost calculations and providing customers with quotations

· Feeding future buying trends back to employers
October to  


Bureau of Fire Protection 

November 2012

Encoder/ Posting Data, Davao City 
· Performs sorting out, compiling and preparation of documents for data entry
· Checksthe source documents for accuracy
· Verifies data and corrects data where necessary
· Obtain further information for incomplete documents
· Enter data from source documents into prescribed computer database, files and forms
· Scan documents into document management systems or databases
· Maintain logbooks or records of activities and tasks 

January – 


CONPINCO, Encoder, Davao City
March 2008

· Scan documents into document management systems or databases
· Maintain logbooks or records of activities and tasks 
· Prepare, compile and sort documents for data entry
· Verify data and correct data where necessary
· Obtain further information for incomplete documents
· Enter data from source documents into prescribed computer database, files and forms
SPECIFIC SKILLS

English
Written, spoken, read – excellent

Filipino
Written, spoken, read - excellent

Computer
Microsoft (Word, Excel, Power Point)


POS (Point of Sale)

Trainings
Strategic Motivation





July 9, 2012
Ateneo De Davao University



Davao City, Philippines

Speaker: Anthony Pangilinan

Forum on Social Entrepreneurship 



August 12, 2012
Ateneo De Davao University



Davao City, Philippines
Speaker: Bam Aquino

