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SUMMARY:
Executive Assistant who is skilled at multi-tasking and maintaining a strong attention to detail. Employs professionalism and superior communication skills to meet client and company needs.

CORE QUALIFICATIONS:
· Microsoft Office proficiency

· Proper phone etiquette

· Articulate and well-spoken

· Time management

· Professional and mature

· Appointment setting

· Customer service-oriented

· Meeting planning

· Travel administration

· Administrative support specialist

· Business correspondence

· Scheduling
EXPERIENCE:
Vehicle/Billing Officer 



     June 2007 to December 2015
ISUZU AUTOMOTIVE DEALERSHIP INC.- Alabang, Muntinlupa
· Responsible in preparation of Vehicle Sales Invoice & Service Billing Invoice.

· Confirmation of bank PO & Credit advice from banks before invoicing.

· Preparation of Statement of Account (SOA) to various banks & Companies.

· Insurance Production Report Analysis.

· Reliever as cashier. 

· Doing A/R analysis report every month.

· Preparation of Daily Billing Report (DBR).

· Ordering & distribution of office supplies on a quarterly basis to all departments.
· Processing transactions quickly and accurately.

· Flexibility and punctuality.
Cashiering 







2008 to 2009
ISUZU AUTOMOTIVE DEALERSHIP INC.- Alabang, Muntinlupa

· Preparation of official receipt (OR) for all types of transactions, parts, service & sales transactions 

· Daily submission of Detailed Cash Position Report (DCPR) to treasury 

· Releasing of checks to suppliers every week 
· Replenishment of petty cash funds

Executive Secretary





   May 2000 to June 2007

ISUZU AUTOMOTIVE DEALERSHIP INC.-Alabang, Muntinlupa

· Manage travel and schedules.
· Coordinate travel arrangements; prepares itineraries; prepares, compiles and maintains travel voucher and records. 

· Alert manager about cancellation or new meetings.

· Prepare correspondence and stuff mail into envelopes.

· Greet and receive visitors.
· Schedule meetings and assisted with meeting materials and agendas.

· Maintained and coordinated executive and senior management vacation, day-to-day meeting and travel schedules.

· Collaborated with other administrative team members, human resources and the finance department on special projects and events.

· Handled and distributed all incoming and outgoing mail.

· Wrote and distributed meeting minutes to appropriate individuals.

· Created and maintained computer- and paper-based filing and organization systems for records, reports and documents.

· Provide administrative and clerical support to departments or individuals. 
· Excellent personal organization.
· Ability to work in a team.

· Flexibility and punctuality.
Customer Relations Marketing Officer


 May 2000 to June 2007
ISUZU AUTOMOTIVE DEALERSHIP INC- Alabang,Muntinlupa

· Maintain good rapport with customers . 

· Responsible in coordination of all marketing events and preparation of collaterals.

· Coordination of Ingress and Egress in all mall displays.

· Secure permits from respective government agencies on all marketing events.

· Doing follow-up calls both for after sales and after service transactions.

· Attends to all customer complaints/concerns.

· Set customer awareness by conducting seminars in coordination with other departments.
· Guaranteed positive customer experiences and resolved all customer complaints.
· Providing excellent customer service.

· Advising customers.

· Maintaining eye-catching effective displays within the dealership.

· Taking pride in the dealership and maintaining it to a high standard. 

· Following operating procedures.

· Providing customers with enjoyable experience inside the dealership.

· Flexibility and punctuality.
Marketing Officer      




    Mar.1996 to July 1998
ELECTROWORLD-EPSON PHILS. - Makati

· Responsible in the distribution/selling of software materials.

· Preparation of purchase Order (PO).

· Responsible in monitoring of software stocks.

· Monitors personnel/staff in the outlets.

· Preparation of weekly sales report for monthly sales analysis.

· Follow-up of delivery of all PO made.

Parts Custodian 





   Feb. 1993 to Mar. 1996
ASTEC CORPORATION – Makati

· Responsible in releasing of parts request.

· Monthly inventory of all parts in the warehouse.

· Preparation of purchase order (PO) on a monthly basis.

· Maintain the database of all parts inventory.
EDUCATION:
· Bachelor of Science in Computer Science, Philippine Christian University, Manila 1993 
ACHIEVEMENTS:
· Customer Handling Training & Telephone Handling Seminar- February 2006

· Quality Circle Program (QC) – 2005 to 2006

· Know Your Money and Counterfeit Detection, May 11, 2013

· IADI Service Excellence Training, Nov. 9, 2012

· Fire Safety Seminar, March 12, 2010

· QC Tools & Techniques, August 18, 2009
 AWARDS:
· Perfect Attendance Awardee – for the year 2003, 2004, 2005, 2011, 2012, 2013, 2014 

· 2nd Runner-up – Model Associate for the month of June 2014

· 5 Year Service Awardee, February 2006

· 10 Years Service Awardee, Ferbuary 2012
· 15 Years Service Awardee
· Best Customer Relations Associate, South Luzon, 2002 – 2003 (given by Isuzu Phils. Corp.)







