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Objective: To join a highly competitive company in the world and providing great services to meet the company's target goal or beyond that.
Work Experience:
Job Tittle:
Administrative Officer/ Supervisor.
Company Name:
Printer Philippines
Date:
October 2014 – February 2016
Duties and Responsibilities:
· Oversees and administers the day-to-day activities of the office; develops policies, procedures, and systems which ensure productive and efficient office operation 
· Provides assistance and support to the office principal in problem solving, project planning and management, and development and execution of stated goals and objectives. 
· Supervises the work of employees in supporting roles, including assigning workload and monitoring employee performance 
· Performs research and analysis on specific issues, as required, and independently prepares non-routine letters and/or reports, which may be highly sensitive and confidential in nature. 
· Serves as the primary point of administrative contact and liaison with other offices, individuals, and institutions on operational and programmatic matters concerning the Office 
· Organizes and facilitates meetings, conferences, and other special events; coordinates and attends committee meetings, and participates in committee discussions, as appropriate 
· Coordinates the disposition and/or resolution of individual problems and disputes involving faculty, staff, students, and/or members of the general public, as they arise. 
· Oversees the operation of office accounts, and plans and monitors expenditures; as appropriate, develops and/or coordinates budgets for the office and associated accounts. 
· Provides and/or oversees provision of staff support to the office, to include handling walk-up and phone interactions, maintaining calendars and travel arrangements, screening, analyzing, and responding to incoming correspondence, handling day-to-day problems and situations, and provision of secretarial support. 
· Assists in the coordination, supervision, and completion of special projects, as appropriate. 
Job Tittle:
Administrative Officer/ Supervisor.
Company Name:
Samsung Electronics Philippines Manufacturing Corporation
Date:
September 2012 – October 2014
Duties and Responsibilities:
· Support the Manager Operations and Coordinators by providing co-ordination of the administrative office to ensure the delivery of excellence in Customer Service. 
· Support the Manager Operation and Coordinators in engendering a positive team culture of high service standards, customer awareness, initiative and flexibility and ensure the Manager is kept informed of any staff or customer issues for action or resolution. 
· Ensure all information is retained in corporate systems and are retrieved as required. 
· Ensure that administration staff provide a positive attitude to customer enquiries. 
· Ensure that daily operational issues, staff rostering and task / duty allocation are managed appropriately. 
· Oversee the administration services of the Operations Department to ensure accurate and efficient services are offered. 
· Responsible for the day to day coordination of all administrative functions and support for the Operations Department. 
· To provide assistance in dealing with and resolving requests/complaints for the Operations Department through either personal attention or referral to relevant staff. 
· Ensure all customer requests are recorded in Corporate systems. 
· Support and encourage a positive team culture and promote and foster excellence in customer service standards, customer awareness, initiative and flexibility. 
· Assist other administration staff with difficult and complex situations. 
· Actively contribute to a harmonious, efficient, professional team and ensure that individual actions support the objectives of the whole team. 
· Adherence to Council’s policies, procedures, guidelines and standards. 
· Maintain confidentiality of records and contracts. 
Job Tittle:
Assistant Store Manager
Company Name:
Benison Group of companies (Waltermart Supermarket)
Date:
February 2010 – August 2012
Duties and Responsibilities:
· Develop new business opportunities to meet trends 
· Help develop and implement strategic sales plans 
· Facilitate client requirements meetings – both in person and/or remotely using current online presentation applications 
· Report weekly sales forecasts 
· Develop market analysis to identify customer needs, price schedules, and discount rates 
· Stay current with client needs, competition, and industry trends 
· Deliver sales presentations/proposals to prospective clients with a successful closing rate 
· Develop and manage client & agency relationships 
· Evaluate accounts 
· Manage projects to make sure that they get completed in a timely manner 
· Responsible for assisting with sales/marketing and advertising campaigns 
· Maintain active participation and membership in networking organizations 
Job Tittle:
Administrative Officer/ School Nurse
Company Name:
Morning Star Montessori School Inc.
Date:
August 2007 – October 2009.
Duties and Responsibilities:
· Assure compliance with regulatory requirements related to clinical operations 
· Responsible for securing and developing all records, equipment, and programs related to occupational health services 
· Collaborate with outside resources for program development, such as healthcare providers, third-party administrators, legal advisors, medical director, regulatory agencies, etc. 
· Evaluate and treat all injuries and illnesses in an efficient and professional manner within the scope of practice and consistent with clinical nursing guidelines 
· Manage all cases to facilitate productivity, assuring appropriate care and return to class/ work 
· Includes workers’ compensation, short- and long-term disability cases 
· Assess healthcare needs, then implement and manage healthcare programs to improve health and facilitate return to work, 
· Assist departments with identifying, evaluating, and implementing accommodations and return to class/ work options for workers and student with restricted duty. Collaborate with Environmental Health and Safety, Operations, and Human Resources to develop operations, programs, and services by providing content expertise. 
· Contribute in the design of controls for injury prevention and health surveillance related to actual and potential hazards in the work environment. 
· Identify primary, secondary, and tertiary prevention and health promotion strategies to optimize health of the population. 
Job Tittle:
Marketing/ Sales Supervisor
Company Name:
Datatel Business Sales and Services
Date:
April 2005 – May 2007
Duties and Responsibilities:
· Develop new business opportunities to meet trends 
· Help develop and implement strategic sales plans 
· Facilitate client requirements meetings – both in person and/or remotely using current online presentation applications 
· Report weekly sales forecasts 
· Develop market analysis to identify customer needs, price schedules, and discount rates 
· Stay current with client needs, competition, and industry trends 
· Deliver sales presentations/proposals to prospective clients with a successful closing rate 
· Develop and manage client & agency relationships 
· Evaluate accounts 
· Manage projects to make sure that they get completed in a timely manner 
· Responsible for assisting with sales/marketing and advertising campaigns 
· Maintain active participation and membership in networking organizations 
Education:
Saints John and Paul Colleges
Bachelor of Science in Nursing.
Date Graduated: March 2006
SKILLS:
· Computer skills. (Proficient in Microsoft Office like Word, Powerpoint, Excel and Outlook.) 
· Basic computer trouble-shooting. 
· Great customer service skills. 
Personal Background:
Birthday: June 05, 1984
Place of Birth: Calamba City, Philippines
Age: 31
Religion: Roman Catholic
Visa Status: Visit Visa
Character Reference:
Available Upon Request
MARY / CV NO: 1724658
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