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CAREER OBJECTIVE


To join to an established company that has long experience and exposure that could challenge, build and cultivate my skills and to hold a position of responsibility commensurate to my qualification and experience where I can be of best service to the organization I will be working with.

KEY SKILLS


· Procurement, invoicing, inventories
· Purchase & Sales Report

· Payables & Receivables Report

· Accrual and Prepayments
· Customer Service
· Excellent interpersonal skills and a professional telephone manner. 

· Utilizing a range of office software, including email, spreadsheets and databases. 

· A comprehensive understanding of health and safety regulations.

· Ability to evaluate, prioritize, organize and delegate work schedules. 

· Proven decision making skills.

· Able to react quickly and effectively when dealing with challenging situations.

· Assisting departments with queries on documentation requirements & submissions.

TECHNOLOGY SKILLS


· MS Word, Excel, Outlook

· System, Applications and Products (SAP)

· MYOB Accounting System

· Harmony Accounting System


PERSONAL QUALIFICATION


· Effective despite shifting priorities and sudden deadlines

· Highly analytical and capable in identifying and solving problems

· Self-sufficient and independent in handling individual tasks

· Competent in working with groups or team

· Able to work on multiple task and set priorities

· Can remain calm under pressure

· Customer service oriented

· Attention to detail
ORGANIZATIONAL AFFILIATES


 Member of the Business Management Student Council

2004-2008

Vice President for External Affairs

Business Management Student Council
Most Outstanding 4th Year Commerce Student of the Year

SEMINARS ATTENDED



· IINDIVIDUAL IN THE  ORGANIZATION”

September 21 2006

· MANAGERIAL LEADERSHIP AND SOCIAL RESPONSIBILITY
 
 
August 31 2006


· DEVELOPING AN ENTREPRENURIAL CAREER

  
  
December 12, 2006

· CBA Lecture Series


   
 Self Organizes vs. Franchise Business

              
Choices to Entrepreneurial Career


    
February 7, 2008

· Participant, Know Your Benefits Seminar (SSS, PAG-IBIG & PHILHEALTH)

April 4-5, 2013
· Participant, Challenge for Leadership for Managers and Building a Proactive Organization 

December 20, 2014

WORK EXPERIENCES



HC Industrial Sales and Construction
2nd floor Tuscan 

Document Controller
January 10, 2011 – January 11, 2016
Duties and Responsibilities

·  With excellent skills in documenting files for database control to supply the company’s operation.
· Uses SAP applications for encoding electronic registers and issuance of document numbers, including maintenance of proper document registers. 
·  Prepares, receives, registers and monitors incoming and outgoing documents and send copies to colleagues and to departments originating request. 
·  Ensures proper document classification, sorting, filing and proper archiving. 
·  Reviews completeness of documentation and prepares document transmittals. 
·  Performs document quality check in accordance to Company document control procedures.
· Ensures timely distribution of latest revision level documentation to all appropriate users and ensure that obsolete documentation is removed from operation. 
· Handles official documents of the Company and maintain the general filing system and file all correspondence with utmost care and keeps any information relating to the process and operations of the Company confidential at all times. 
·  Ensures proper encoding of item commodity codes and code tagging. 
· Performs file backup to ensure proper storage and archiving of electronic registers. 
· Has good knowledge in filling invoices, billing invoices and expense reports for transmittal and monitoring.
·  Coordinates with end users on specifics for proper documentation. 
· Responsible for carrying out office assistant, administrative & clerical responsibilities like: 
·  Works with Senior Managerial or Directorial Staff to provide administrative support. 
·  Devising and maintaining office systems, including data management and filing. 
·  Producing documents, briefing papers, reports and presentations. 
· Manage incoming and outgoing mail/courier, and accurate distributions to the recipient.
· Screening phone calls, enquiries and requests, and handling them when appropriate. 
· Receive, check, direct and ensure proper distribution of fax messages to the correct personnel. 
Casto Travel Philippines Inc
Accounts Receivables
May 8, 2008- December 18, 2010
Duties and Responsibilities

·  Reconciled month end accounts receivables against Sales Revenue

· Prepared Credit and Collection Report

· Bank Reconciliation

· Arranged to post all incoming payment form customer

· Monitor the collection of past-due accounts

· Followed up collections and sending Statement of Accounts

· Checked invoice against Purchase Order (PO)

· Managed and evaluate customers credit limits

· Generated Invoices

· Posted Invoices 

· Pursued payment in the form of collection correspondence, delinquent statements and phone call

· Performed Credit and Collection on past due accounts in the range of current to over 180 days over dues

· Prepared AR closing reports (Customers statements, aging, sales and collections)

· Worked closely with other departments to determine current status of accounts

·  Producing documents, briefing papers, reports and presentations. 
· Manage incoming and outgoing mail/courier, and accurate distributions to the recipient.
· Screening phone calls, enquiries and requests, and handling them when appropriate. 
· Receive, check, direct and ensure proper distribution of fax messages to the correct personnel. 

PROFESSIONAL DEVELOPMENT

Bachelor of Science in Commerce
Major in Business Management

University of Batangas

 2004- 2008- December 11, 2011            

PERSONAL INFORMATION




	           Date of Birth: November 10, 1985

            Height: 5’11”

            Weight: 195 lbs
	            Sex: Male

            Status: Married





