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OBJECTIVE:     

To take up a challenging Career grows with honesty, loyalty, Good relationship and best performance, and translate my Experience, knowledge, skills and abilities into value for an Organization.
QUALIFICATIONS/SKILLS:
· Computer proficient with MS Office Words and MS Excel

·  Ability to handle/supervise group of people.
· Outstanding dedication to customer service and client relations.

· Ability to understand customer’s needs and requirements as well as their point of view and offer deserved quality standard customer service.
·  Ability to work under pressure and meet targets.

· Sincere, responsible, dedicated and has a disciplined and trustworthy.

· Able to prepare office documents; payroll or any office work.                             
· Eager to learn and willing to undergo training to enhance my knowledge.
WORK EXPERIENCES:

Prime Water Refilling Station (Water Refilling Station, Manufacturing/purification with a high standard machine)
Cudilla St. Bo.1 Koronadal City
Position:  Supervisor / Admin
August 2005 – June 2015
Job Description: 
· Welcome and assist customer entering the office.
· Maintain safe and clean work environment by educating and directing personnel on the use of all control points, equipments and resources; maintaining compliance with established policies and procedures.

· Maintain quality service by establishing and enforcing organization standard.
· Set and manage productivity standard.
· Prioritize, assign and review duties and work activities to meet productivity and quality goals.
· Coach and counsel employees toward improved performance.

· Evaluate employee skills, identify and implement training requirements.        
· Plan, direct and co-ordinate manufacturing operations and activities for number of employees.    
CRYSTAL CLEAR PURIFIED WATER REFILLING STATION (Purified Water Refilling Station)
Domingo St. corner Morales Avenue Brgy. G.P.S. Koronadal City, Philippines
Position: Office Clerk/ Cashier
April 2003– July 2005
Job Description:
· Counts money in cash drawer at beginning end of work shift, may record daily transaction amount from cash register to balance cash drawer 

· Record checks/cash received from clients and prepare for bank deposit.

· Issue checks from clients accounts.

· Assist in preparing payrolls, mail bills and pay utility bills.

· Answer telephones and relay messages to appropriate recipients.
· Manage files/folders and compile records.
· Manage financial records and light bookkeeping activities.
· Manage inventory of office supplies and assist in organizing office activities.
· Prepare courier packages for LBC and LIBCAP Express
· Answer telephones and relay messages to appropriate recipients.
J MARKETING CORPORATION (Home Appliances Center)
Santiago Blvd, General Santos City, Philippines
Position:  Cashier / Sales Associate
June 2001– Feb 2003
Job Description:
· Prepare all the cash transactions and balancing the daily account at the end of each day 

· Interacting with the customers that come to the counter and solving all their cash related queries 

· Checking for the price of products and any discounts offers.
· Making daily, weekly and monthly transaction reports.                        

· Greeted customers and determined their needs and wants
· Discussed type, quality and number of merchandise required for purchase
· Recommended merchandise based on individual requirements
· Advised customers on utilization and care of merchandise and advice regarding particular products or services.
· Explained the use and advantage of merchandise and answered the queries and concerns to the customers.
· Showed the live working of merchandise
EDUCATIONAL BACKGROUND: 
· Bachelor of Science in Commerce major in Marketing              

       
Notre Dame of Dadiangas University                       

       
Marist Avenue, General Santos City                


       
1995-2001
SEMINARS/TRAININGS ATTENDED: 

· Occupational Safety And Heath Seminar (January 12-13, 2005) City Health Office R-12, City of Koronadal, Philippines
· Basic Safety Control Management Training) May 2005 @ KCC Convention Hall City of Koronadal, Philippines
· Orientation Seminar on IRR of Chapter II-Water Supply of Water Refilling Stations Operators (November 11, 2003) City Health Office, City of Koronadal
PERSONAL INFORMATION:
· Born on October 25, 1977; Roman Catholic; Married
PASSPORT AND VISA DETAILS:

· Passport Number: EC170372


Valid until: January 12, 2020

· Visa Status: Visit Visa



Valid until: October 16, 2015
DECLARATION:

In view of the above particulars I declare all information given are true to the best of my knowledge and belief. Please consider my application for favorable action and give me an opportunity to work in your company. I assure you that I will perform my duties honestly to the entire satisfaction of all concerned.


Applicant
