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A
highly resourceful, enthusiastic, and innovative Administration and Office Support professional with 3 years experience providing outstanding staff service. A quick learner who can absorb new ideas and able to multi-task effectively. High performing and creative, able to relate easily to clients, staff, and colleagues. Seeking role of increased responsibility and room for advancement.
Highlights

■ Office organization

■ Supply management

■ Document Filing and        Development

■ Report generation and Presentation
Education

University of San Jose-Recoletos
Cebu, Philippines
Bachelor of Elementary Education
October 2011
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Professional Experience

Vismotor Corp. / Global Credit Lending

Cebu, Philippines
Office Administrator cum Sales Executive



Apr 2012 – Jun 2015
· Oversaw daily office/branch operations for staff of  10
· Customer assistance on product selection and decision-making

· Obtained document signatures, contracts, and legal requirements from customers who purchased motorcycles

· Submitted completed documents and coordination with credit investigation personnel on customer’s financial background

· Managed payment receipts, recorded, and compiled efficient sales invoice, tracked financial records, and organized reports
· Raised purchase orders and chased outstanding accounts

· Resolved customer complaints and administrative problems

· Managed  inventory and ordered supplies for office, sales, and repair staff

· Supported sales department by coordinating marketing and promotional materials 
· Handled requests for information and data and correspondence with dealers through phone, email, and fax

· Performed multiple tasks simultaneously in fast-paced office environment
Savemore Supermarket



            Cebu, Philippines
Cashier

                                                                                            Nov 2011– Apr 2012
· Delivered an exceptional cashier service through excellent customer service, sales, and transactions

· Handled money, checks, electronic payments, and coupons  from the customer honestly and gave the exact change

· Was responsible for accuracy of a till and keeping it safe, neat, and tidy

· Identified common fraud or errors thus had high level of concentration and sound judgment

· Addressed customer needs efficiently

· Accurate keyboard skills and operating cash registers

