
Michelle M. Laurente
2440 Onyx St. San Andres Bukid, Manila, Phillippines
Mobile No. : +639064622320
Email: michelle_ca26@yahoo.com



OBJECTIVE:


To be a part of a highly dynamic company that will allow me to use my strong organizational skills, educational background and ability to work well with people. Seeking for an opportunity to learn and improve my skills.



EDUCATION:


Tertiary Education:	Two-Year Computer Software Technology 
			Datamex Institute of Computer Technology
			SY 2001 – 2003


SKILLS:


· Knowledgeable of using MS Word, Excel and Internet
· Able to work independently with strong commitment.
· Possess good interpersonal and communication skills.
· A good team player with good leadership quality.
· Able to work independently under pressure and tight timeline.
· Has an aptitude for technical details.
· Keen observer.


TRAINING:



· Team Leader Refresher Course ( July 23, 2008 )
· Team Leader Basics ( July 20, 2007 )
· Refresher Course 1 – Dimsum&Mami ( June 14, 2005 )




WORK EXPERIENCE:

PAXICA BRAND MANAGEMENT
AUGUST 23,2018 up to August 3, 2020
5th Floor Kingscourt II 
Chino Roces Avenue Makati City. 

Admin Assistant

· Assist and arrange move in and move out of staff, gate pass and working permit if needed
· Make sure all the unit are in good condition if some stuff need for fixing make sure to call maintenance if minor only do it yourself you must have at least basic knowledge in maintenance job such as plumbing and electrical works.
· Answer and direct phone calls
· Organize and schedule meetings and appointments
· Maintain contact lists
· Produce and distribute correspondence memos, letters and forms
· Assist in the preparation of regularly scheduled reports
· Develop and maintain a filing system
· Order  or buying office supplies
· Submit and reconcile expense reports
· Provide information by answering questions and requests
· Take dictation
· Research and creates presentations
· Generate reports
· Handle multiple projects
· Develop administrative staff by providing information, educational opportunities and experiential growth opportunities
· Ensure operation of equipment by completing preventive maintenance requirements; calling for repairs; maintaining equipment inventories; evaluating new equipment and techniques
· Maintain supplies inventory by checking stock to determine inventory level; anticipating needed supplies; placing and expediting orders for supplies; verifying receipt of supplies
· Maintain professional and technical knowledge always explore.
· Contribute to team effort by accomplishing related results as needed
· Carry out administrative duties such as filing, typing, copying, binding, scanning etc.
· sometimes organizing travel arrangements for superior by coordinating with the drivers on duty
· Write letters and emails on behalf of other office staff
· Book conference calls, rooms, taxis, couriers, hotels etc.  
· Cover the reception desk when required
· Maintain computer and manual filing systems
· Handle sensitive information in a confidential manner
· Take accurate minutes of meetings
· Coordinate office procedures
· Reply to email, telephone or face to face enquiries
· Develop and update administrative systems to make them more efficient
· Resolve administrative problems
· Receive, sort and distribute the mail
· Answer telephone calls and pass them on
· Manage staff appointments
· Oversee and supervise the work of junior staff
· Maintain up-to-date employee holiday records
· Coordinate repairs to office equipment
· Greet and assist visitors to the office
· Photocopy and print out documents on behalf of other colleagues
· Responsible for PAYROLL of all FILIPINO workers
· Responsible for all unit CLEANERS schedule and make sure gave designated area for each and everyone.
· Responsible for updating all unit contract always make sure that all unit if need for paying rent or renewal inform immediately your superior
· Collecting all bills and make sure to pay it on or before its due date
· Monitoring all stocks such as bedding, daily and cleaning materials and make sure have record
· Applying internet for the new unit
· Before end of the day make a list of need to be done on the next day
· and most of all be loyal to the company



He Zhong Group of Company
March 19, 2018 up to June 08, 2018
Room 2203, 88 Corporate Center
141 Sedeno St. Corner Valero St. 
Salcedo Village Makati


Clerk

· Encode passport details
· Prepare transmittal for passport before process visa such as 9A extension, 9G, SWP or lost visa.
· Deliver passport to the liason officer at immigration
· After process all the passport make billing for collection of payment.
· Deliver passport to the client and collect payment.
· Responsible for the inventory and buying office supplies.



ATYUB GULF CATERING SERVICES CO. (DOMINOS PIZZA)
July 5, 2015 UP TO PRESENT
Jabriya Block 11 Street 108 Kuwait City

· Crew (Pizza Maker)

· Prepare pizzas, bread and appetizer as requested by customers
· Prepare dough by kneading and stretching as required.
· Add toppings according to order slips.
· Manage pizza time in the oven.
· Deliver pizza to the counter or the customer when needed.
· Slice pizza according to the size and customer specifications.
· Assist in cleaning workplace.
· Assist in maintaining utensils and equipment

HARBOUR CENTRE PORT TERMINAL, INC. (HCPTI)
Road 10 Vitas Tondo, Manila 


	EASYACCESS INC. (JUNE 13, 2013 – MAY 16, 2015)
· Planning and Documentation Assistant


INTEGRATED DYNAMIC SERVICES INC. (AUGUST 16, 2012 – JUNE 12, 2013)
· Reliever as Planning and Documentation Assistant

· Responsible in the processing, securing and safekeeping of the Pre- Vessel Arrival Documents of a vessel intending to call the terminal.
· Assist Consignee/Broker/Agent in obtaining Vehicle Entry Pass (VEP) and in issuance, revalidate and cancellation of the said documents.
· Responsible   in ensuring that the EXTRA SERVICES/ EXTRA CHARGES Transmittal is in place.
· Responsible in processing of permit for the delivery and stockpiling outside HCPTI to Bureau of Customs.
· Responsible of Issuance and Monitoring of Special Vehicle Entry Pass (SVEP) to Consignee/Broker/Agent or Visitor before entering to the port
· Responsible in updating of movement of waiting, arrival, operating and departure of vessel.


INTEGRATED DYNAMIC SERVICES INC.
CORE MANNING AND CARGO HANDLER
G.S.O/ GEROLYN MANPOWER SERVICES
· CHECKER ( JUNE 2009 TO AUGUST 2012 )

· Responsible for checking of cargoes ( Steel, Bulks, Bagged, General Cargoes, Logs and Lumber )
· Proper receiving of cargo while discharging and loading of cargo.
· To check the cargo if it is in good condition.
· Responsible for accurate counting and monitoring of vessel operation.
· To receive cargo in proper documents.















M & H FOOD CORPORATION
Dona Irenea Irene Vill Subdivision Sucat Paranaque 
· Food Attendant ( OIC )( June 2, 2002 to June 16, 2009 )

· Responsible for the accurate accounting and reporting on the inventories
· See to it that the sales report or the ending inventory count are accomplished and submitted on time
· To check all related documents ( Terminal Reports, Outlet’s copy of the Delivery Receipts, Spoilage Report, Supplies/Material Product/Equipment, Transmittal Sheet and Journal Tape Roll ) are submitted on time.
· To check accountable for the accurate accounting and reporting of the sales and sales discrepancies.
· To protect the funds of the company, sole custody, keep the combination lock of vault and control of the cash vault.
· See to it that all cash from sales are deposit intact before 12:00 noon of the first banking day following the sales indicated in the cash sales accountability sheet
· To check all the petty cash funds and change funds are always properly accounted for and see to it that the petty cash are replenished upon reach 80% of total fund.
· To make sure that all endorsement of assets ( cash, funds, product and keys ) are done in writing or documented.
· Maintain the physical upkeep of the store and see to it that all company rules and regulations are complied with.
· In charge of the supervising and providing proper guidance to team member.


SHAMRACK CONSTRUCTION
Cityland 10 Makati City
· Admin Staff ( January 25, 2001 to March 8, 2002 )

· Data Gathering and encoding.
· Filling all documents and kept on store room for future references.
· Monitored offices supplies and conduct actual count inventory.
· Answer telephone calls and inquiries.
· Completed time sheets for employee.
· Posted of cashbook receipts and payments.














PERSONALINFORMATION:


	Age:			38  years old
	Date of Birth:		June 26, 1983
	Status:			Single
	Citienship:		Filipino



CHARACTER REFERENCES:


· Jana Rhose M. Lawas – Operation Resource Supervisor  (HCPTI)

· Angelou Ray Garcia – Terminal Planning Supervisor (HCPTI)

· Clarita Delector - Supervisor (DOMINOS PIZZA KUWAIT)

· Princess Gemma Padilla - HR Manager (PAXICA BRAND MANAGEMENT)





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






								Michelle M. Laurente


