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ERICA ANGELYN S. ORTIZA
Blk 47 Lot 30 Fireweed St.  Evergreen Executive Village, 
Bagumbong, Novaliches , Caloocan City 
Mobile Number: 09661698982
E-mail Add: erica.ortiza01@yahoo.com
SKILLS AND QUALIFICATIONS:
· Has initiative, result-oriented, highly motivated and can work well under pressure.
· Has the ability to effectively lead and motivate team members.
· Willing to try new things and interested in improving efficiency on assigned tasks.
· Has the ability to target audience using creative and innovative marketing strategies.
· Goal oriented.
· Proficient in using Microsoft Products (MS Word, MS Excel, MS Outlook and PowerPoint).
WORK EXPERIENCES:
Company		:	Emperador Distillers Inc.
	Position		: 	Sales Unit Manager
	Completion Date	:	February 2019 – Present
	Job Responsibilities:
	
· Submits daily, weekly and monthly national sales report.
· Encoding sales order in SAP.
· Provides secretarial support by entering, formatting, and printing information; organizing work; answering the telephone; relaying messages; maintaining equipment and supplies.
· Prepare confidential and sensitive documents.
· Coordinates office management activities.
· Arrange and confirm appointments.
· Answer telephones and transfer or take messages; manage the in/out faxing, emails and letters, maintains office records, filing and reference, etc.
· Manage the Expense Reports of sales department.
· Manage supermarket accounts
· Collecting and arranging payments of the Accounts that I’m handling.
· Store check
· Monitoring daily deliveries
· Taking weekly Purchase Orders

Company		:	MADDOC FZE  (Dubai, U.A.E)
	Position		: 	HR Assistant
	Completion Date	:	November 2017 – April 2018

	Job Responsibilities:
· Submits employee data reports by assembling, preparing, and analysing data.
· Maintains employee information by entering and updating employment and status-change data.
· Provides secretarial support by entering, formatting, and printing information; organizing work; answering the telephone; relaying messages; maintaining equipment and supplies.
· Maintaining Employee Files.
· Answering employee questions
· Compiling reports and spread sheets.
· Processing payroll, which includes ensuring vacation and sick time are tracked in the system.
· Ensuring background and reference checks are completed.
· Maintaining records related to grievances, performance reviews, and disciplinary actions
Company		:	Morgan Additives Manufacturing Company  (Dubai, U.A.E)
Position		: 	Administrative Secretary
	Completion Date	:	October 2013 – November 2017
	




Job Responsibilities: 
· Answer telephones and transfer or take messages; manage the in/out faxing, emails and letters, maintains office records, filing and reference, etc.
· Prepare invoices, reports, memos, letters, financial statements and other documents, using word processing, spreadsheet, database, and/or presentation software.
· Provide administrative and clerical support to departments or individuals.
· Schedule meetings and arrange conference rooms.
· Alert manager about cancelations or new meetings.
· Greet and receive visitor.
· Prepare confidential and sensitive documents.
· Coordinates office management activities.
· Determine matters of top priority and handle accordingly.
· Prepare agenda for meetings.
· Helps prepare office budget.
· Plans events and volunteer activities.
· Coordinate travel arrangements; prepares itineraries; prepares, compiles and maintains travel vouchers and records.
· Operate office equipment, such as photocopy machine and scanner.
·  Performing clerical functions such as preparing correspondence, receiving visitors, arranging conference calls, and     scheduling meetings
· To manage incoming and outgoing documents.
· Take type and distribute minutes of meetings.
· Arrange and confirm appointments.
· Set up and maintain filing systems.
· Manage office supplies.

Company		: National Grid Corporation of the Philippines (Aviation Department)
	Position		: Inventory Clerk
	Completion Date	: July 2013-December 2013
	Job Responsibilities: 
· Compiles and maintains records of quantity, type, and value of material, equipment, merchandise, supplies stocked in establishment, supplies in stock and posts totals to inventory records, manually or using computer.
· Compares inventories to office records or computes figures from records, such as sales orders, production records, or purchase invoices to obtain current inventory.
· Verifies clerical computations against physical count of stock and adjusts errors in computation or count, or investigates and reports reasons for discrepancies.
· Prepares reports, such as inventory balance, price lists, and shortages.
· Prepares list of depleted items and recommends survey of defective or unusable items.
· Receiving store deliveries.

EDUCATIONAL BACKGROUND:
	Tertiary Education	:	College of the Immaculate Concepcion
					Bachelor of Science in Information Technology
					March 2012
Personal Information:
Date of Birth		: 	July 1, 1990
Place of Birth		: 	Caloocan City, Manila, Philippines
Gender		: 	Female
Age			: 	30 y/o
Height			:	5’
Weight			: 	54 kls
Citizenship		:	Filipino
Civil Status		: 	Single

I hereby acknowledge that the above information is true from my knowledge and belief.
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