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Objective:
To obtain a position that will enable me to use my strong organizational skills, educational background, and ability to work well with people.
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Professional Experience:
Admin Secretary
General Santos City, Philippines
April 10, 2015 – April 15, 2016
Duties & Responsibilities:
· Answers telephone, messages and answers inquiries within assigned scope of responsibility 
· Schedules appointments, maintains calendar, allocates managers time. 
· Maintains files and records. 
· Prepares voucher and checks. 
· Set and organize meeting for the employees and CEO. 
· Order and dispense supplies. 
· Prepare and mail checks. 
· Coordinate with the supplier and maintaining tracks of date. 
· Provide computations for a monthly petty cash. 
· Responsible for a deposits bank transaction. 
· Perform related task as needed. 
Administrative Assistant
Nexus Immigration and I.T Training Center
D. Jakosalem St. Cebu City, Philippines
March 11, 2014 up to March 2015
Duties & Responsibilities:
· Answer calls from customers regarding their inquiries. 
· Prepare and modify documents including correspondence, reports, drafts, memos and emails. 
· Maintain contact lists for the prospect clients. 
· Develops and promotes CISCO, Immigration learning program, assists in program marketing activities. 
· Provide customer assistance as needed. This will include over the counter, over the phone. 
· Performs daily monitoring of employees (absences, late and leave). 
· Assists clients in organizing & follow up of educational provider/ IELTS enrolment, review & exam. 
· Update CRM database and follow daily tasks as instructed. 
Human Resource Payroll Officer
Prince Retail, Inc.
North Reclamation Area, Cebu City, Philippines
Sept 20, 2010 - April 10, 2011
October 25, 2012 –March 10, 2014
Duties & Responsibilities:
· Performs daily monitoring and checking of employees time logs in order to determine absences and tardiness of both selling and personnel back office employees. 
· Updating and maintaining payroll records. 
· Updating 201 files of newly hired and separated employee. 
· Responsible for posting deductions, such as income tax and withholding tax, Social Security payments, PHIC, Pag-ibig, cash bond, cash advances and other deductions. 
· Responsible for employee's loan form to fill up such as SSS loan and Pag-ibig. 
· Responsible for the summary and posting of overtime record of employee. 
· Responsible for the cash bond records and distribution of the cash bond to the separated employee. 
HR- Admin Staff
Perfect Image Group of Companies
Yusepeng Compound, General Santos City, Philippines
February 09, 2010 - August 15, 2010
Duties & Responsibilities:
· Responsible for the processing of loans for SSS, PHIC, HDMF for employees of all branches. 
· Keep records of the newly and separated employee. 
· Duties include reporting of the monthly remittances of SSS, PHIC, and HDMF. 
· Responsible for the timekeeping section of all branches. 
· Responsible for the cash bond matters and clearances, unclaimed checks of all separated employees. 
· Responsible for preparing of memorandum, personal action form, endorsement of the newly hired employee. 
Travel Agent
Advantage Travel and Tours
Pioneer Avenue, General Santos City
April 15, 2009 - December 31, 2009
Duties & Responsibilities:
· Provide customers information about ticketing such as airfare, flight details, and rebooking. 
· Responsible for the arrangement of clients travel plan. 
· Responsible for the company’s Daily Cash Position. 
· Collects payment from the customer and issues official receipts. 
· Prepares deposit slips for cash and checks collected for the day. 
· Duties include in preparing on accounts payable by the company. Journalizing company’s income and expense. 
Sales Associate
Shoe Mart, Shopping Mall
North Reclamation Area, Cebu City, Philippines
April 5, 2008 – April 10, 2009
Duties & Responsibilities:
· To assist customers and make sure they are well satisfied with the service. 
· Answering queries from the customers and dealing with customers refunds. 
· Responsible dealing with customer’s complaint. 
· Involved in monthly and yearly inventory counting. 
· Keeping up to date with special promotions and putting up displays. 
· Reporting discrepancies and problems to the supervisors. 
Skills and Capabilities:
· Computer Literate 
· Knows how to use Bio Metric System in Payroll 
· Knows how to use Payroll PRO 
· Knowledgeable in CRM Data File 
· Can speak English proficiency. 
· Can handle work pressure. 
· Strong organizational and time management skills. 
Personal background:
Age
: 29 yrs. old
Birthday
: October 31, 1986
Gender
: Female
Religion
: Roman Catholic
Status
: Married
Visa Status
: Visit Visa until August 16, 2016
Educational Attainment:
Tertiary:
NOTRE DAME OF DADIANGAS UNIVERSITY
Year Graduate: SY 2008
Bachelor of Science and Business Administration Major in Management

MARRY


CV No: 1756128


� HYPERLINK "http://www.gulfjobseeker.com/feedback/submit_fb_em.php" ��Click to send CV No & get contact details of candidate�


 �








