
OBJECTIVE
Seeking a position within a company that will allow me to utilize and enhance my skills to provide an opportunity for advancement.
AREAS OF INTEREST

Media and Communication, Broadcasting, Event Planning, Human Resource, Sales and Purchasing, Administration
WORK-RELATED EXPERIENCE 

09/2014 – 02/2015

Huawei Philippines (Designated by S.P. Deloraya)



Documentation Assistant

Material Request Creator

Projects Handled: Smart 3G and LTE

a. Monitor and track the records of client (SMART) and subcontractors orders.
b. Configure and allocate material request per site using Huawei Systems such as Site Configuration Management (SCM), Contract Configuration Management (CCM), Isite Rollout Management System and Site Transfer Management (STR)

c. Handle executive level of administrative tasks like scheduling meetings and preparing Minutes of Meeting (MOM) as part of documented reference.

d. Perform all other duties upon requested.

e. Coordinate all activities related to the Document control procedure, including technical documents, technical site survey report (TSSR), site cost approval form (SCAF).

f. Input and maintain document data in the tracker ensuring that the information is accurate and up to date.

g. Maintain updated records of all approved documents and their distribution clearly.

12/2008 – 3/2014

Moto Industrial Traders Corporation



Sales Coordinator

Process orders and follow up on order acknowledgement, update orders and quotation database, handle and manage customers’ direct inquiries, encoding purchase orders (POs).
05/2008 – 11/2008

Caffco International Ltd.



Sales Assistant

Updates managers by consolidating, analyzing, and forwarding daily action summaries, answers all incoming calls and handle caller’s inquiries whenever possible.

05/2007 – 12/2007

Wellcom Telecom Supermarket



General Affairs Staff
Maintain supplies inventory by checking stock to determine inventory level, anticipating needed supplies, placing and expediting orders for supplies.

11/2006 – 05/2007

Wellcom Telecom Supermarket



HR Assistant
Employee orientation, development, and training logistics and recordkeeping, assisting with employee relations, answer all incoming calls and handle caller’s inquiries whenever possible.

05/2006 – 08/2006 

Lloyds Financing Corporation



Receptionist
Welcomes visitors by greeting them, in person or on the telephone, answering or referring inquiries, directs visitors by maintaining employee and department directories.
EDUCATION

2001 – 2004

Philippine Women’s University 
Collegiate Level 

A.B. Communication Arts
TECHNICAL SKILLS

Known Systems: SAP, Huawei Systems (Site Configuration Management, Contract Configuration Management, Isite Rollout Management System and Site Transfer Management)
Proficient in Microsoft Office 2003 and 2007 (Word, Excel, PowerPoint)

Operating systems used: Microsoft Windows (XP, VISTA, and 7)

Knowledgeable on the following: Script Writing, News Casting, Acting, Hosting, Events Planning
PERSONAL DATA


Born in Quezon City on September 27, 1982, Single, Filipino citizenship, Born Again Christian, Above-average communication skills, fluent in English, Highly trainable, dependable, analytical and hardworking, Can work under pressure with minimal supervision. Trained to work with groups, Self-motivated and very professional.
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