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CAREER OBJECTIVE:
· A competitive job package in a company that upholds excellence, innovation, teamwork, and success.
· A work environment that sincerely supports the development of both the individual and the group in terms of ideas, skills, and professional character.

JOB EXPERIENCES:
Marketmatrix Distribution Inc.
Position: 
SALES ASSISTANT







(August 7, 2012 – February 28, 2015)
Duties and Responsibilities:

· Forwards information by receiving and distributing communications; collecting and mailing correspondence; copying information.
· Maintains supplies by checking stock to determine inventory levels; anticipating requirements; placing and expediting orders; verifying receipt; stocking items; delivering supplies to work stations.
· Maintains office schedule by picking-up and delivering items using automobile.

· Serves customers by backing-up receptionist; answering questions; forwarding messages; confirming customer orders; keeping customers informed of order status.

· Encodes sales reports, filling important documents.
· Enhances organization reputation by accepting ownership for accomplishing new and different requests.
Municipality Local Civil Registration
Position:       Office Clerk

                        Municipality of Tuy, Batangas
                       (January 2002-Februay 2010)

Duties and Responsibilities:

· Maintain confidentiality of papers and documents of the business or organization.
· Perform basic office duties such as answering the telephone, direct calls, emails and fax.
· Fill the absence of any office worker and do their duties satisfactorily.
· Participate on tasks requiring added assistance and help the office secretary if needed.
· Make accurate reports and effectively present it to anyone who needs it..
· Train other co-workers to perform a better work by using computer applications to make their job easy and maintain efficiency of the office procedures.
· Cooperate with co-workers to maintain a friendly environment and proper interaction within the office.
· Direct and supervise tasks handled by lower-level clerks.

The LANDMARK 
Position: 
ACCOUNTING TRAINEE



The LANDMARK Corporation



(August 1, 2001 – December 29, 2001)

Duties and Responsibilities:

▪Acts as back-up personnel and provides assistance to the accounting department particularly in encoding, proofreading editing, and preparation of accounting documents such as official receipts  and  accounting reports of consignors,




































PERSONAL INFORMATION





Education:





Bachelor of Science in Commerce


Major in Management


Immaculate Conception College (1997-2001)








Proficiency:


MS Office ( Word, Exel)





	


Skills:


Competent and organized, hardworking, cooperative and dedicated, willing to work under minimal supervision, flexible, self motivated and ability to takeiniatiatve,  ability to work well under pressure.









