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EMPLOYMENT RECORD:
KAPATIRAN PANG-KABUHAYAN COOP.     February 20 2014 to January 26,2015
Parañaque City
Timekeeper/Coordinator Promoter/Hr Assistant
Nature of Work
 Timekeeper/Coordinator Promoter/HR Asst.
∙Prepare and submit Employee DTR’s
∙Encode and Summarized all information under my account ( date of hired and end of contract )
∙Coordinate all concerns of our clients, employees to are head office
∙Distribute of payslip and salary of employees 
∙Monitor of attendance of employees
∙Do basic accounting works ( payment for gov’t remittances, collect clients payment )
Phil. Transport                                                          July 8 2013 to February 10 2014
Manila
Liaison Officer
Nature of Work
 Liaison Officer 
∙Prepare and coordinate deposit activities
∙Monitor customer accounts for nonpayment and delayed payment
∙Prepare and Coordinate all the payments of Gov’t Remittances and Company Licen
Cash and Carry




    July 18, 2012 to January 15, 2013
Makati City-Philippines
Accounting Clerk/Messenger
Nature of Work
Acct. Clerk/Messenger
· Prepare and submit customer invoices
· Code, post and receipt payments
· Prepare and coordinate deposit activities
· Monitor customer accounts for nonpayment and delayed payment
· Prepare and Coordinate all the payments of Gov’t Remittances and Company License
3K’s Manpower Services



       Jan. 10, 2007 to Jan 15, 2011
Quezon City-Philippines
Office Coordinator
Nature of Work
Office Coordinator
· Prepare and submit Employee DTR’s
· Encode and Summarized all information under my account ( date of hired and end of contract )
· Coordinate all concerns of our clients, employees to are head office
· Distribute of payslip and salary of employees 
· Monitor of attendance of employees
Do basic accounting works ( payment for gov’t remittances, collect clients payment 
Kenny Roger Roaster


                   July 07, 2004 to March 31, 2005
Makati-Philippines
Service Crew
Nature of work
          Service Crew
              Greeting all customers In/Out
              Taking orders
              Serving foods
              Preparing of side dishes
              Maintain quality and quantity service
Special Trainings
              NC II Tesda Passer                             Feb 14, 2015
              License
OBJECTIVE:
       To obtain a position that will enable me to use and enhance my communication and organizational skills, educational background and ability to work well with people.
SKILLS

Can operate various computer presentation tools, such as; MS Office, Power Point, Excel and Data Management.
QUALIFICATIONS

Developed interpersonal skills, team worker, able to work under pressure, hardworking, fast learner, and can interact with different kinds of people, knowledgeable of effective customer service, excellent health. 
EDUCATIONAL ATTAINMENT:
Tertiary: ARRELLANO UNIVERSITY-PHILIPPINES
                   1999-2001
              Course: Bachelor of Science in HRM
                           Undergraduated
Secondary: TORRES HIGH SCHOOL-PHILIPPINES
                   1995-1999
Elementary: PRINCESA URDUJA ELEM. SCHOOL                              1989-1995
                    PHILIPPINES
PERSONAL INFORMATION:
Birth Date: March 10, 1983
Place of Birth: Manila City

Age: 32 years old
Religion: Roman Catholic
Gender: Male
Status: Single
CHARACTER REFERENCES:
Professional references are available upon request.
