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Position Desired:
Sales Associate, Factory Worker, Receptionist, Admin Asst. or any
OBJECTIVES


Seeking for a career where my knowledge and training will play an integral role towards the growth of the organization by providing efficient, reliable & quality service.
QUALIFICATIONS

· Extensive knowledge, training & passionate in Customer service, Office jobs and Business system.

· Responsible and with high sense of commitments and willing to undergo necessary training.

· Motivated and enthusiastic about developing good relations to others.

· Organized and attentive to detail, honest, hard working, patience & dependable.
· Excellent command on written and verbal communication.

WORKING EXPERIENCE

· ADMIN ASSISTANT/RECEPTIONIST/

QATAR BOWLING CENTER
SECRETARY




May 21, 2014 up to January 20, 2019








Albidda, Doha, Qatar

Job Summary:
· Provide General Administrative and Clerical support to the Management.
· Prepare documents including correspondence, quotation, memo, reports, requisition and letters.
· Receptionist cum Secretary. Attentively entertain customers & remain courteous at all times.
· Maintain high level of professionalism with clients to establish good rapport.

· Answer telephone inquiries and handle customers request and promptly responds to email queries.
· Accepts & Monitor all Bowling reservations & Issue corresponding receipt (Individual/Company).
· Assist in tabulating the scores & scorer during local & Int’l Tournament for Bowling.
· Filing, prepare & check the time sheet of all staff every month, perform other duties as required.

· Coordinates & inform booking arrangements to every department.

· Follow up payments with clients, prepare invoice.

· Monitoring office supplies and placing orders or request for replenishment.
· OFFICE STAFF/



MANILA BULLETIN PUBLISHING CORP.

ADVERTISING EXECUTIVE

 November 03, 2008 to October 30, 2013






             Muralla St., Intramuros Manila

Job Summary:

· Record all bookings of P.O.’s, Memo’s, Advertising contract in the AMS system on a daily basis.
· In charge in the LAY OUT of Advertising Material for Publication. 
· Ensure correct records, proper filing and documentation.

· Perform various office jobs, computer works and proper telephone conversation to clients.

· Prepare and submit monthly report.
· In charge in the Credit & Collection of Ads & Magazine.
· Assigned in Classified Display Advertising Department. 

· Account Executive/Marketing for Advertising & Circulation of Newspaper
· Handles Multitasking jobs, very keen to details, Flexible
· SOURCE OUTGOING


AMERTRON GLOBAL

QUALITY ASSURANCE


April 25, 2005 to April 25, 2008

Km. 17 West Service Road

Sucat Parañaque City

 Job Summary:
· Customer representative of AVAGO TECHONOLOGIES SINGAPORE.
· Handles fiber optics for Shortwave and Longwave devices.
· Perform Outgoing Quality Assurance to ensure good quality of products. 
· Ensure the process, materials, equipments conform with the specifications of the customer.
· Generate statistical data and reports needed for the customer.
· Perform mechanical/visual inspection and testing of lots
· Perform in Process Quality Assurance to ensure the good performance of the operators and to ensure good quality of products.
· ELECTRONIC ASSEMBLER

MECHATRONICS ASSEMBLY
June 07, 2004 to November 26, 2004

Carmelray II, Industrial Park

Calamba, Laguna

· FACTORY SALES PERSONNEL

FOODSPHERE INC. (CDO)

November 5, 2003 to April 6, 2004

#560 Paso de Blas

Valenzuela City

· SERVICE CREW



CONTANCIO FOODS CORP.

May 17, 2003 to October 31, 2003

Rodriguez Ave. Quezon City

· SALES CLERK



ROBINSON’S INCORPORATED

January 5, 2002 to June 4, 2002

Mandalagan, Bacolod City
EDUCATIONAL BACKGROUND

TERTIARY


BS Commerce Major in Business Management
Year Graduated





La Consolacion College



March 2001





San Sebastian St., Bacolod City


SECONDARY

Brgy. Singcang Airport Nat’l High School 
Year Graduated





Brgy. Singcang Airport, Bacolod City

March 1996

PRIMARY


Don Jose R. Torres Elementary School

Year Graduated





Brgy. Singcang Airport, Bacolod City

March 1991

ON THE JOB TRAINING
             Bank of the Philippine Islands

January to

May 2001

PERSONAL DATA 

Date of Birth


:
April 04, 1979
Provincial Address

:
Bacolod Ciy, Negros Occidental
Place of Birth


:
Bacolod City
Height



:
4’11’’
Weight


:
98 lbs.
Religion


:
Roman Catholic
Citizenship


:
Filipino
Civil Status


:
Married
Father’s Name

:
Ismael Villegas
Mother’s Name

:
Nenita Villegas
Hobbies 


:
Reading, Internet Surfing


Skills



:
Proficient in MS Office applications.
CHARACTER REFERENCES

· Mr. Dionisio D. Admana
Husband
           Bus Driver-Malta Public Transport, Malta
+35677740433
· Mr. Ahmed Shaheen Al -Muraikhi
Secretary General
Qatar Bowling Center
+974-55555006
· Mrs. Paciencia Pineda

Exec.Vice Pres. Display Advertising 

 Manila Bulletin – Intramuros 

+632-5278121 loc.406

I do hereby certify that the above information is true and correct to the best of my knowledge and belief.











----------------------------------
                                                                                                         (Sgd.) Daryl Villegas Admana
DARYL VILLEGAS ADMANA


Contact No.:  +35677162243/+35677740433


Email Ad: daryladmana@gmail.com


Address: 114, St. Joseph, High Street, Hamrun, Malta, Europe














