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OBJECTIVES: To acquire employment where my skills and knowledge will be fully utilize and enhance in a professional approach. To explore the limits of my capacities for further individual and professional growth that will contribute on company’s growth.

KEY SKILLS SUMMARY
· Well-experienced in handling sales and administrative works 
· Equipped with strong interpersonal communication skills in verbal and written 
· IT literate with software proficiency covering variety of applications and systems 

WORK EXPERIENCE
 Valuehub Inc. (Distribution & Sales Company)
Cagayan de Oro City, Phils.
Administrative Assistant
(June 2012 – June 2015)
Work Designations:
· Coordinates mainly to customers/clients regarding with their order information and sales related queries via telephone and email in a professional approach. 
· Administrative support to the department manager and head 
· Handling customer’s related inquiries, verifications, feedbacks and concerns and resolves several complaints based on the company procedures (customer service support). 
· Maintain and update regularly the office files including the client's file, sales files and any confidential files. 
· Generates sales and inventory reports of all products by category per salesman using the company system and responsible for paperwork management. 
· Manage purchase order for office supplies and other request supplies from distribution. 
· Responsible for any clerical tasks such as sending mails and typing correspondence. 
· Generates and keep accurate reports monthly and annually before the deadline. 
· Administering Distribution Edge System for sales and inventory compliance to a certain supplier as their data bases. 
· Responsible on Bureau of Internal Revenue Relief entry and verification for company’s compliance with their sales and purchases tax report and with-holding taxes as well. 
 Sanford Marketing Corporation
Cagayan de Oro City, Phils.
Treasury Assistant
(April – August 2011)
Work Designations:
· Ensures that cash management flows and systems of the company are adequate, functional, balance and establish in accordance with management policies. 
· Process money exchange, BDO remittances and money transfer pay-out transactions. 
 National Statistics Office, Region X (Project-based)
Cagayan de Oro City, Phils.
Data Entry/Editor - Census of Population and Housing
(August – December 2010)
Work Designations:
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· Encode scanned image entries (using key–from–image program) of all CPH forms. 
· Generates and resolves consistency check error list by running the CsPro. 

SPECIFIC QUALIFICATIONS
· Knowledgeable in performing tasks and reports using Microsoft Office and Open Office applications 
· Capable of basic hardware/software troubleshooting. 
· Adaptability/Flexibility to designated tasks and ability to work with minimum supervision 
· Strong relation and coordination to customers/clients 
· Self-motivation, ability to take the initiative and efficiency in time management 
· Capable of collecting and analyzing relevant data to manage a certain situation 
· Strong commitment and determination to one’s work 
· Work cooperatively with a wide range of personalities 

EDUCATIONAL ATTAINMENT
Tertiary: Bachelor of Science in Information Technology (BSIT) Mindanao University of Science and Technology (MUST)
C.M. Recto Avenue, Lapasan, Cagayan de Oro City, Philippines 9000
S. Y. 2006 - 2010(Phil. Sinter Corp. Scholar) Secondary: Sta. Ana National High School
Sta. Ana, Tagoloan, Misamis Oriental, Philippines 9001
S. Y. 2002 – 2006 (Phil. Sinter Corp. Scholar) Elementary: Sta. Ana Elementary School
Sta. Ana, Tagoloan, Misamis Oriental, Philippines 9001
S.Y. 1996-2002

JOB TRAININGS
 Assessment Office (MUST)
Cagayan de Oro City, Phils.
Data Verifier
(April 2010)
· Verifying the student tuition rate according to the year attended. 
	
	OJT, Land Bank of the Philippines
	Cagayan de Oro City, Phils.

	
	Trainee - Accounting Department
	(Nov. – Dec. 2009)

	
	 Updating the customer’s payments and past due, balancing monthly.

	
	OJT, Southern Telecommunications Company, Inc.
	Cagayan de Oro City, Phils.

	
	Trainee, IT Department
	(April – May 2009)


· Monitoring subscriber’s internet connection, reformat OS, software updates. 

SEMINARS ATTENDED
· Robotics Seminar (MUST- December 11, 2009) 
· Web Development Seminar (MUST- November 14, 2009) 

	
	PERSONAL INFORMATION
	
	
	

	
	Age:
	26 years old
	Sex:
	Female
	

	
	Status:
	Single
	Nationality:
	Filipino
	

	
	Date of Birth:
	March 13, 1989
	Place of Birth: Manolo Fortich, Bukidnon, Phils.
	

	
	Height:
	5’4”
	Weight:
	110 lbs.
	

	
	
	
	
	
	

	
	
	
	
	
	


I hereby certify the foregoing information is true and correct.
Applicant
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