



To whom it may concern:


May I have the honor to apply for any vacant position in your good office that will fits my qualifications.

I am Lourgel De La Peña, 29 years of age, single and a resident of Phase 2B Blk 35 Lot 05 Calaanan-Canitoan Cagayaan de Oro City and in best health. I graduated with the degree of Bachelor of Arts in Public Administration at Camiguin Polytechnic State College Balbagon,Mambajao. I am responsible, reliable, and willing to work hard for the benefit of your office. I am willing to learn and undergo training to be able to perform a job assigned to me with confidence and competence. I assure you that my eagerness and desire to absorb and gather more knowledge and work experience will enable me to cope with your requirements. I am confident that my interest to learn will make me aspire to work well along the way.

I am willing to come for an interview at most of your convenient time and attached herewith is my resume.


Thank you and GOD bless.

Very truly yours,


LOURGEL DE LA PEÑA                         



[image: ]                                                     LOURGEL DE LA PEÑA
     Phase 2B Blk 35 Lot 05 Calaanan-Canitoan Cagayan de Oro  City
    09270755380
______________________________________________________________________
Sales Administrative Assistant as well as Sales Support Representative and Sales Order Processor for almost 6 years performing a variety of administrative and clerical tasks. Providing support to our manager, sales executives/representatives and employees, assisting in daily office needs and managing our company’s general administrative activities. 


PERSONAL DATA
            Name: Lourgel C. De La Peña
            Home address: Phase 2B Blk 35 Lot 05 Calaanan-Canitoan CDO City
            Age: 29
            Date of birth: March 25, 1992
            Place of birth: Carmen, Cagayan De Oro City
            Sex: Female
            Civil Status: Single
            Citizenship: Filipino
            Height: 5”2
            Weight: 59 kls
            Father’s Name: Francisco Ambal De La Peña
            Mother’s Name: Terencia Berondo De La Peña


EDUCATIONAL ATTAINMENT

· Primary: West City Central School (1998-2004)
                           Carmen, Cagayan De Oro City
· Secondary: Cagayan De Oro National High School (2004-2008)
                               8th 2nd St. Nazareth, Cagayan De Oro City
· Tertiary: Camiguin Polytechnic State College (2009-2013)
                           Balbagon,Mambajao Camiguin

WORK EXPERIENCE

Company: Caloocan Super Titanic Corp.

Company Overview: Distribution Company of Various Autoparts  in the Philippines           
                                           (Luzon, Visayas, Mindanao)

Location:  East Grace Park, Caloocan City 

            Position:  Administrative Assistant /Sales Support Representative

            Duration: November 21,2013 to March 30, 2017 (Direct Hired)
 

JOB RESPONSIBILITIES

· Specializing in invoicing, purchasing ,shipping  and receiving in the company, tracking inventory, storing products, overseeing deliveries and shipments and maintains the cleanliness and organization of the warehouse space.
· Maintaining appropriate filing system.
· Handle incoming orders/inquiries by mail, telephone, email and by fax.
· Deal politely and effectively w/ complaints as well as inquiries.
· Can carry out clerical, computing, administrative and record-keeping tasks efficiently.
· Entering data/details of all incoming orders and outgoing stocks on a computer system and checking if product numbers, discounts and prices are accurate.
· Update customer records and communicate details of order status, inquiries and delivery arrangements to customers, sales executives/ representatives and sales manager.
· Keep representatives informed of any issues and problems that customers may have during a sales call such as late deliveries and quality defects.
· Enter and process all incoming orders.
· Set up and document the order process of new customers.
· Monitoring stock movement and inventory management.
· Preparing monthly SOA (Statement of Account) for customers.
· Calculating and checking to make sure that entered bills, amounts and records in the system are correct.
· Closely coordinate with the suppliers through phone calls and emails for the delivery of ordered stocks /items.
· Perform other related tasks that might be assign from time to time.  

                 Company:  Ideal Macaroni & Spaghetti Factory, Inc.
                 Company Overview: Leading Pasta Manufacturer in the Philippines
                  Location: 33 Luna II St.,San Agustin, Malabon City
                  Position: Sales Order Processor/ Sales Admin.Assistant
                  Duration: October 30,2017 to Feb.28,2018  (Under JMGA Human Resources)
                                                                                                              Agency
                  Duration : March 01,2018 to June 29,2019 (Direct Hired)

JOB RESPONSIBILITIES
· Daily processing of sales orders of supermarkets nation wide.
· To ensure prompt receipt of goods by correct recipient of all valid orders  based on correct item, quantity, price, discounts, deals and location.
· Printing of DR/Sales Invoices
· Filing of Invoices
· Customer Service

Character Reference :                                          Annaliza Herrera
                                                              Sales Admin. & Logistics Manager
                                                         Ideal Macaroni &Spaghetti Factory, Inc.
                                                                                  09422113231
            

SKILLS
· Good administrative, clerical, and  record-keeping skills
· Good communication skills 
· Accuracy and attention to detail
· Good customer care 
· Ability to work under pressure and to deadlines
· Ability to work independently and as a team
· Ability to multi-task and work independently with minimal supervision
· Quick to learn 
· Positive attitude
· QuickBooks and MS Word proficient
· SAP


I hereby affirm that all information’s stated above are true and correct. I agree that if gainfully employed, any misinterpretation(s), falsification(s), and omission(s) of facts shall   justify my disqualification or dismissal from work.  
  




LOURGEL C. DE LA PEÑA
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Republic of the Philippines.
Camiguin Polytechnic State College
Balbagon, Mambajao, Camiguin
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CALOOCAN SUPER TITANIC CORP.

150 A @ B, 6™ Ave.Bet.8™ & 9™ St., East Grace Park Caloocan City
Telefax :(02) 236-0216

CERTIFICATE OF EMPLOYMENT

This is to certify that LOURGEL CAPAPAS DE LA PENA was
employed at CALOOCAN SUPER TITANIC CORPORATION as
ADMINISTRATIVE ASSISTANT from November 21, 2013 to March
30, 2017. She was good in multi-tasking and performs her job well, and
you can trust her with money matters.

This certification is hereby issued upon the request of the above
mentioned name for whatever legal purposes it may serve her best.

Issued this 13™ day of May 2017 at City of Caloocan.

JENNI .LEE
MANAGER
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JMGA Human Resources

Unit 18, CYT Building,
JMGA Paso de Blas, Valenzuela City

Tel no. 432-6038  Fax no. 432-5539

Email Add: jmga.humanresources@yahoo.com

CERTIFICATION

This is to certify that MS. LOURGEL DE LA PENA has been an
employee of JIMGA Human Resources assigned at IDEAL MACARONI
AND SPAGHETTIN FACTORY. from OCTOBER 30, 2017 TO FEBRUARY 28,

2018.
She was a SALES ADMIN ASSISTANT at the time of her separation

from the company.

Issued this 11" of OCTOBER 2018 upon request of the said
employee for employment purpose.

)

MS.MERIAMN| MAHUSAOV\\

HR Head
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IMS MANUFACTURING CORPORATION

Lot 11 BIk. 5 Thomasville Street, Sterling Industrial Park, Libtong
Meycauayan, Bulacan, Philippines 3020
Telefax: (044) 7697090

CERTIFICATION

This is to certify that MS. LOURGEL C. DE LA PENA _ was employed at

IMS Manufacturing Corporation as SALES ORDER PROCESSOR from March
1, 2018 to June 29, 2019.

This certification is being issued upon the request of Ms. De La Pefia for

certification of employment only.

Given this 9" day of August 2019 at Lot 11 Block 5 Thomasville Street, Sterling

Industrial Park, Meycauayan, Bulacan.

KARIEBECK S. CAOILE

HR Manager
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F CERTIFICATE OF ELIGIBILITY
L ot of e oo §

The Civil Service Commission (CSC) hereby grants the.

CIVIL SERVICE HONOR GRADUATE ELIGIBILITY
COMMISSION &

ey
LOURGEL C. DE LA PENA

pursuant to Presidential Decrea No. 907
This Centificate of Eliibilty with number 100110160004 s issued this 7th day of January 2016,
‘The Eligibilty herein ranted takes effect on April 2, 2013

This eligibilty qualfies the eligible for appointment in government, subject to the requirements of the
position and the provisions of the Civi Service Law and Rules,

slonat

Dol WARCH5, 1982
Pica | CAGAYAN OE 0RO GTY

Director f, C4 Regional Office No. 10
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