[image: image1.jpg]


AGUSTIN
Email Add: agustin.364566@2freemail.com 

CAREER OBJECTIVES


To obtain a position that will enable me to use my strong organizational skills, educational background, working experiences and ability to work well with people.
WORK EXPERIENCE

MOTORTRADE NATIONWIDE CORPORATION

July 2013-March 2017
Branch Secretary(Inventory/Document Custodian)/Cash Custodian/Marketing Asst.
JOB DESCRIPTION 

· Submits Sales Inventory Reports daily;
· Cutting-off of Petty Cash Fund and Repo Fund daily;
· Checking of Inventory of Motorcycles units in the branch daily;
· Submits oil and helmet inventory report weekly;
· Submits monthly service report and monthly inventory reports;
· Submits all reports to Head Office through courier (Transmittal Form/ODMS);
· Uploading and downloading of daily time records, sales inventory report, price references through motortrade inventory system;
· Typing, filing and submits documents (contracts) thru L.O.S and S.A.P System;
· Act as a Cash custodian;
· Participating in Marketing Activities and entertaining customers.
POLO NATIONAL HIGHSCHOOL

Nov. 2012- Feb. 2013

Practice Teaching
JOB DESCRIPTION 
· Planning, preparing and delivering lessons to all students in the class;
· Teaching according to the educational needs, abilities and achievement of the individual students and group of students;
· Assigning work, correcting and marking work carried out by students;

· Assessing, recording and reporting on the development, progress, attainment and behaviour of one’s student;

· Providing or contributing to oral and written assessments, reports and references relating to individual students or group of students;

· Providing guidance and advice to students on educational and social matters and on their further education and future careers; providing information on sources of more expert advice;
· Sharing in any possible and reasonable way in the effective management, organization, order and discipline of the school.
CITY GOVERNMENT OF VALENZUELA

Special Program for Employment of Students
2010-2012 (Every summer only/April-May)
JOB DESCRIPTION
· Provides information and statistical data such as population growth survey;
· Provides student needs like their learning tools (books);
· Provides the nutritious meal for the children;
· Assists the Barangay health center employees
PERSONAL SKILLS
· Computer Literate

· Documentation Skill

· Inventory and Stock Management

· Clerical Administration

· Customer Care

· Cash Handling

· Team Leader/Adviser

· Willing to learn

· Fast Learner
· Hardworking

· Able to work multi-tasks
· Language Proficiency: English, Filipino

EDUCATIONAL  BACKGROUND

TERTIARY
PAMANTASAN NG LUNGSOD NG VALENZUELA (PLV)




2009-2013



DEGREE
BACHELOR OF SECONDARY EDUCATION





Major in Filipino

ORGANIZATION AND AFFILIATIONS
· L.E.T (Licensure Examination for Teacher) Passer (Sep.2013)
· P.R.O – Shepherd’s Choir (Wawangpulo Church 2010 up to present)

· Member – REXponsableng Scholarship (2009-2013)
· Member – Youth Organization (2008-2012)
SEMINARS ATTENDED
· C.A.S (Computerized Accounting System) Exposure Learning Workshop (April 15, 2015)

· Fund line Finance Corp. Documentation (Nov. 15, 2014)

· Core Values Training (Oct. 2, 2014)

· Collection Counselling Seminar (Sep. 27, 2014)

· S.A.P (Systematic Application Program) Training (May 7, 2014)

· Labor Education for Graduating Students (April 7, 2013)
· Seminar- Workshop on Stage Management (July 18, 2011)

· Seminar in Power Personality Training (Dec. 16, 2010)

· National Service Training Program 1 & 2 (March 26, 2010)

PERSONAL INFORMATION

Birthdate:

August 17, 1993

Age:


23 years old

Civil status:

Single

Language spoken:
English& Filipino

Nationality:

Filipino
Sex:


Female

Visa Status:

Visit Visa
              I hereby certify that the information given above are true and correct to the best of my knowledge and ability.





                                                            ______________________

