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CAREER OBJECTIVE:
· I am currently looking for a full time position in an environment that offers a greater challenge, increased benefits for my family, and the opportunity to help the company advance efficiently and productively.

________________________________________________________________________________________________________
SUMMARY OF QUALIFICATION:

· 10 yrs of experience in the field of Customer Service, Admin, HR and Secretarial roles.

· Exceptional integrity and dependability – have handled extremely confidential information with outmost discretion

· Able  to establish rapport with a variety of clientele and maintain a calm and professional

· Excellent interpersonal, communication and customer service skills

· Ability to write business correspondence including emails, letter, sales proposals, and PowerPoint presentation

· Organized and able to deal with multiple workloads at the same time

· An ambitious, enthusiastic and talented individual with a keen eye for detail and a flair for accounts

· Process PHILHEALTH and Medical Insurance

· Recording all cash activity on a daily basis

· Preparing cash journal so that all items are recorded in the correct accounting periods

________________________________________________________________________________________________________

SKILLS & HIGHLIGHTS:

· Document management





· Administrative Support

· Strong interpersonal skills

· Detail-oriented

· Word Processing & Typing 

· Telephone Reception

· Bank Reconciliation

· Processed Payroll

· Vendor Coordination

· Microsoft Office Suits

· Purchase Orders

· Budgeting Processes

· Reports Preparation

· Personnel Records

EXPERIENCE:

Accounting staff/receptionist,  SEPT. 27, 2007 – july 31, 2014

peba trading & mfg. corp.

· Provided discreet reception services for an export company

· Served as central point of contact for all outside vendor

· Received and distributed faxes, email and mail in a timely manner

· Performed daily deposits

· Process petty cash, mileage reimbursements, and travel expenses

· Prepare and administers budgets for each grant

· Perform bank reconciliation and payroll administration
· Interface with all levels of organizational personnel
· Process Accounts Payable paperwork at completion of the check run
· Maintain Purchase Order Processing system.

· Prepare mailings and priority shipments for the Finance/Accounting Department.
· Answer phones and operate a switchboard.

· Greet visitors warmly and make sure they are comfortable.

· Schedule follow-up appointments.

human resource assistant  sept 2005 – SEPT 2007

peba trading & mfg. corp.

· Maintained attendance calendar and details of extra hours worked

· Maintaining Human Resources records, job applications, and verifying candidate background

· Conducting interviews, hiring and training and arranging training program

· Explaining benefit program and employment policies to new recruits

· Prepared ID cards and assigned employees code to new joines

· Answered questions of employees on promotion, hierarchy and reporting system

· Tracked employee turnover and provides reporting as requested

· Assisted with the annual regulatory compliance and internal audits

· Assisted with the annual medical check-up and surprised Drug test to all employees

· Prepares PHILHEALTH and medical insurances

· Process the Payroll with the use of our BERKELY program.
· Record data for each employee, including such information as addresses, weekly earnings, absences, amount of sales or production, supervisory reports on performance, and dates of and reasons for terminations.
· Answer questions regarding examinations, eligibility, salaries, benefits, and other pertinent information.
 
inventory clerk/office clerk

cebu progress marketing Aug. 2004 – sept. 2005

· Responsible in monitoring the stocks, shipments and deliveries of the goods to the respective areas

· Managed quarterly inventories

· Makes a weekly sales report to be submitted to our Manager
· Record, tract and encode all the incoming and outcoming checks that was transact on that day
· Communicate with vendors, accounting, customer service and warehouse personnel to ensure materials are routed properly.
· Ensuring that goods received by warehouse are matched with the actual invoices from the suppliers in accounting system.
· Placing orders with various suppliers/vendors and prepare purchase orders.
· Add new materials to stock and issue material to jobs as necessary.
production ASSOCIATE MAY 15, 2003–Aug 14, 2004 

innodata Knowledge services inc.
· Format files with the use of macros to retain appropriate data

· Eliminate the irrelevant entry/entries

· Responsible for the quality of the data to be transmitted

· Checking in the crucial parts of the documents

· Ensures the daily production output meets the quota and accuracy

EDUCATION:

university of san jose – recoletos (mARCH 2000)

Bachelor of science in commerce

· Major: BUSINESS ADMINISTRATION
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