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OBJECTIVES:
 To serve a company wherein I can use my experience and education to help the company meet and surpass its goals. I also want to succeed in an environment of growth and excellence to attain personal and organizational aspirations.

EDUCATIONAL BACKGROUND:
Tertiary:
Lyceum of the Philippines University
Bachelor of Science in Business Administration Major in Operations Management Intramuros, Manila
2007-2011

WORK EXPERIENCE:
ADMINISTRATIVE ASSISTANT
Majestic Hotel Tower Dubai (February 2015 – August 2015) 2nd floor, Majestic Hotel Tower Mankhool rd. Bur Dubai, UAE
Responsibilities:
· Main function is ticketing. Booking online the vacation requests of the 3 companies of Economides Group (Majestic Hotel Tower, Majestic Marine Engineering & M Management) 
· Administrator/Certification Lead of Lobster Ink Training System in the company. 
· Attends executive meetings and do the minutes. 
· Receiving, sorting and distributing of letters or any packages from the Post Office. 
· Answer phone calls and emails/Relay messages. 
· Perform general clerical duties to include but not limited to: Photocopying, faxing, mailing and filing. 
MERCHANT SALES RELATIONSHIP ASSISTANT
Bank of the Philippine Islands (October 2013 – January 2015)
17th Floor BPI Card Center Ayala Ave. cor Paseo de Roxas, Makati City
Responsibilities:
- Manages a minimum of 30 Key Accounts and visits them regularly.
-Affiliates new/additional outlets of Key Accounts to add to BPI’s roster of accredited merchant establishments.
-Orients Key Account merchants on proper card acceptance as well as fraud detection/prevention procedures to ensure that they are properly trained in card processing and settlement procedures.
-Orients Key Account store personnel on bank promos (Real Thrills, Appliance Madness, Dining Madness, Kahera promos, etc.) for a more rewarding customer/merchant experience. -Handles Key Account complaints and provides process improvements to minimize it.
IN-HOUSE MERCHANT ASSISTANT
Bank of the Philippine Islands (March 2012 – September 2013)
17th Floor BPI Card Center Ayala Ave. cor Paseo de Roxas, Makati City
Responsibilities:
-Checks documents for accreditation of new & additional outlet merchants to ensure accuracy and completeness.
-Keeps all databases accurate by making sure that all applications are accounted for and tracked to conform to the committed TAT.
-Facilitates request for file maintenance of merchant account.
-Takes in phone calls and inquiries from merchants regarding merchant affiliation and other concerns to make sure that they are addressed accordingly.
RECEPTIONIST
Rustan Commercial Corporation (April 2011 – February 2012) 4th floor Oppen Bldg. 349 Sen. Gil Puyat Ave. Makati City
Responsibilities:
-Welcomes and assists visitors.
-Answer all incoming calls and handle caller’s inquiries.
-Directs visitors by maintaining employee and department directories; giving instructions. -Maintains security by following procedures, monitoring logbooks & issuing visitor badge.

SCHOLASTIC AWARDS AND EXTRA-CURRICULAR ACTIVITIES:
-Dean’s Lister- 3rd year 2nd Sem. A.Y. 2009-2010 -Partial Scholar- 3rd year 2nd Sem. A.Y. 2009-2010 -KAPARIZ Member- A.Y. 2008-2009
-LBC Member- A.Y. 2007-2008, 2009-2010 & 2010-2011

SKILLS:
-Computer Literate (Internet Access, MS Programs: MS Word, MS Excel, MS Power point) -Can work on shifting schedules
-Good communication skills, Fluent in English and Filipino -Can be a good team leader
-Gives enough importance concerning work productivity, posses good human relations, leadership skills, organization and planning skills, and can accomplish objectives under less supervision.

PERSONAL DATA:
AGE:
25
BIRTHDATE:
August 4, 1990
CITEZENSHIP:
Filipino
CIVIL STATUS:
Single
RELIGION:
Catholic
UAE VISA STATUS:
Employment/Immigration Visa (without Ban)
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