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	Mandaluyong City, Pasig City, Philippines 1550
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	977 082 3355 
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	eap.ph007@gmail.com



	



	


CARRER OBJECTIVES: To handle and obtain responsibilities in order to gain experience and be a part of growing company. Systematic Administrative Assistant with over 6 years of experience in fast-paced office settings. Hardworking team-player with expertise completing various clerical tasks and offering staff support. Responsible, punctual and productive professional when working with little to no supervision.
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	Skills


Computer Literate (MS Windows) 	 [image: ] 
Good
Administrative office operations 	 [image: ] 
Very Good
Basic administrative knowledge 	 [image: ] 
Very Good
Construction administration 	 [image: ] 
Very Good
Payroll administration experience 	 [image: ] 
Good
Administration 	 [image: ] 
Very Good
Purchase orders organization 	 [image: ] 
Very Good
Office management 	 [image: ] 
Very Good
Project Management 	 [image: ] 
Very Good
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	Work History



	2019-11 - 2020-08
	Admin Assistant 
PROTEMPS INC 
· Prepared transportation arrangements, itineraries and expense reports.
· Performed routine clerical tasks by scanning, filing and copying documents.
· Arranged conference rooms and facilities to prepare for meetings.
· Coordinated travel arrangements, including booking airfare, hotel and ground transportation.
· Performed routine analysis and calculations to process data for internal reports.
· Screened over phone / take messages and route calls to appropriate personnel.
· Created detailed expense reports and requests for capital expenditures.
· Monitored premises, screened visitors, updated logs and issued passes to maintain security.
· Organized weekly staff meetings and logged minutes for corporate records.
· Sorted and distributed office mail and recorded incoming shipments for corporate records.



	2019-02 - 2019-11
	Purchasing Assistant 
GRAPEFRUIT SERVICE INC. Greenfield District 
· Evaluated procurement activities and recommended needed improvements.
· Maintained consistent email communication with stores and suppliers to confirm and track orders and verify price revisions on purchase orders.
· Standardized inventory quarterly reporting and analysis and instituted corrective action for close-outs and out-of-stock items to keep inventory records current.
· Oversaw purchase order shipments by managing deadlines and cancellation dates.
· Established and managed supplier and vendor relationships.
· Performed negotiations for contract terms and conditions.
· Computed and created purchase orders in to monitor stock levels, verify purchase requisitions and expedite customer orders.
· Oversaw supplier related activities and monitored supplier performances.
· Incorporated advanced level proficiency for growth and training initiatives.
· Determined lowest possible cost, factoring in quality and reliability and negotiated favorable contracts.
· Assessed areas of service concern and developed improvement plans.
· Adjusted procedures as needed to maximize department effectiveness.
· Implemented policies to reduce cost and eliminate waste.
· Reviewed order updates to identify best practices aligned with corporate goals.
· Performed monthly reconciliation of open purchasing orders.
· Handled customs clearances and documentation to deliver goods in compliance with laws and regulations.
· Tracked inventory shipments and prepared spreadsheets detailing item information.



	2018-02 - 2019-02
	Inventory Officer II 
SM Aura / SM Mall of Asia Branch 
· Completed minor preventative maintenance and mechanical repairs on equipment.
· Resolved conflicts and negotiated mutually beneficial agreements between parties.
· Managed quality assurance program, including on-site evaluations, internal audits and customer surveys.
· Participated in continuous improvement by generating suggestions, engaging in problem-solving activities to support teamwork.
· Worked flexible hours; night, weekend, and holiday shifts.
· Demonstrated respect, friendliness and willingness to help wherever needed.
· Devoted special emphasis to punctuality and worked to maintain outstanding attendance record, consistently arriving to work ready to start immediately.
· Proved successful working within tight deadlines and fast-paced atmosphere.
· Developed and implemented performance improvement strategies and plans to promote continuous improvement.
· Worked to maintain outstanding attendance record, consistently arriving to work ready to start immediately.



	2016-04 - 2017-11
	Account Manager 
OCR INDUSTRIAL ENGINEERING SERVICES, Quezon City 
· Secured high-value accounts through consultative selling, effective customer solutions and promoting compelling business opportunities.
· Boosted sales numbers with proactive account servicing and diligent relationship-building.
· Researched emerging industry trends, new applications, concepts and procedures for clients to update current training curriculum.
· Exceeded sales goals and market competitions through effective negotiation of product and material pricing, freight and delivery rates and employee payment terms.
· Oversaw new business development and customer servicing, including cold calling, networking, marketing, lead generation and account servicing.
· Addressed problems with accounting, billing and service delivery to maintain and enhance client satisfaction.
· Built and strengthened long-lasting client relationships based on accurate price quotes and customer-centric terms.
· Liaised between account holders and various departments, communicating effectively to maintain customer satisfaction and uphold company protocols.
· Reinvented team interaction with prospective clients by developing innovative and creative sales pitch implemented into sales team strategy.
· Developed highly profitable pipeline based on multiple sales penetration techniques.



	2013-01 - 2016-04
	Project Coordinator 
WRENCHWORKS TRADING AND PLUMBING SERVICES, Quezon City 
· Kept projects on schedule by managing deadlines and adjusting workflows as needed.
· Gathered requirements for ongoing projects and organized details for management use.
· Supervised multiple projects from project start through delivery by prioritizing needs and delegating assignments.
· Collaborated with project leaders to comply with accounting needs for project maintenance requirements.
· Transitioned projects from estimation and pre-construction phase to well-defined project execution plan.
· Coordinated and executed all elements of stakeholder events including logistics, budgets, venue selection, activity planning, transportation and entertainment.
· Counseled departmental leaders to determine issues and deliver solutions to individualized problems and concerns.
· Formulated complete project plans and coordinated engineering, design and shop drawing efforts.
· Collaborated with project owners and team members to set ambitious but achievable goals.
· Oversaw onboarding and mentorship, planned and executed meetings and developed project documentation.
· Built strong relationships with internal and external stakeholders and devised strategies, initiatives, and events promoting products and services.
· Coordinated presentations for customers and project members detailing project scope, progress and results, keeping all entities well-informed of milestones and goals.
· Planned and arranged meetings with external organizations and individuals, enabling all parties to meet and discuss project progress.
· Checked compliance of company safety plan and delivered recommendations to address regulatory issues.
· Maintained project schedules by managing timelines and making proactive adjustments.





	2012-02 - 2012-12
	Account Executive 
WRENCHWORKS TRADING AND PLUMBING SERVICES, Quezon City 
· Negotiated sales deals between customers and agency, resulting in mutually beneficial agreements and cultivated relationships.
· Built and strengthened relationships with new and existing accounts to drive revenue growth.
· Executed successful budget, talent and sales campaign development.
· Delivered cutting-edge services to clients to secure additional business and grow revenue streams.
· Alerted and contacted customers about account or informational issues to maintain high levels of customer satisfaction.
· Conducted informational trainings and briefings to clients on new features and updated products.
· Secured high-value accounts through consultative selling, effective customer solutions and promoting compelling business opportunities.
· Managed sales cycle from first contact to established customer sale and maintained solid customer base, monitoring changes to customer account profiles.
· Maximized revenue by servicing accounts and proposing new products and services to established customers.
· Followed all corporate procedures for preparing orders, resolving billing issues and submitting regular reports regarding sales, pipeline lists, forecasts and competitive analysis.
· Monitored service after sale and implemented quick and effective problem resolutions.
· Developed and monitored account management processes, such as management inspections, reward and recognition and quality improvement.
· Met and exceeded service level goals by identifying and achieving standards and expectations.
· Presented product concepts and offerings to clients based on established specifications and preferences.
· Used targeted questioning strategies to discover insight on prospect needs and requirements.
· Created and executed account strategies to present services to key decision makers.
· Identified customer needs and achieved service levels that met and exceeded expectations.
· Upsold special packages while preparing quotes for potential clients, consistently maintaining accuracy.
· Developed and implemented database sales tracking, enabling improved understanding of product profitability and inventory needs.
· Increased profitability and pipeline development by leveraging diverse marketing channels and sales strategies.
· Drove new business development through qualifying leads, building relationships and executing strategic sales.
· Identified client business needs by gaining deep understanding of goals, objectives and processes as well as external business environment.
· Strengthened customer relationships with proactive and collaborative approach to managing needs.
· Delivered targeted multi-platform integrated sales presentations, facilitating customer base expansion and revenue generation.
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	Education



	1999-06 - 2003-03
	Bachelor of Science: Management 
Jose Rizal University 



	1995-06 - 1999-03
	High School Diploma 
Rizal High School - Pinagbuhatan, Pasig City



	1990-06 - 1996-03
	No Degree 
Bambang Elementary School - Bambang, Pasig City
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	Additional Information


ON THE JOB TRAINING
Patient Assistance Office
MEDICAL CITY HOSPITAL (MANDALUYONG CITY)
October 2002 – January 2003
.
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