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GRETEL HAYLEY MAE RESOLADO
Bubblesblue35@gmail.com
14 Sitio Lemon A Cortes Ave. Guizo Mandaue City, Cebu Philippines
Objective
To obtain a position that will enable me to my strong organizational skills, educational background and ability to work well with people.
Experience
Department of Trade and Industry
Negosyo Center Business Counselor (September 21, 2020- December 31, 2021)
To provide/facilitate the various services being offered by the center to include, but are not limited to the following: Business Registration; Business Advisory; and Business Information and Advocacy
 To review, analyze/process, and package relevant business data needed by the clients, particularly the MSMEs
To implement projects and conduct activities of the center that will impact in the growth of its clients, particularly the MSMEs. 
Assist in the development of linkages with the services providers, industry associations, private companies and government agencies, e. To attend trainings, seminars, and other capability-building activities that will improve the delivery of services to the clients, particularly micro entrepreneurs, subject to the policy stated under Section 7.2.2 of DO  17-52, Series of 2017;
To monitor and recommend business process improvements for MSMEs as well as the performance of the Negosyo Center, and g. To perform other functions that may be assigned by the immediate supervisor. 

Urban Superior Incorporated
Finance- Admin staff (April 29, 2018- March 6, 2020)
Maintain financial records and accounts of Urban Superior Incorporated in such manner that the true financial conditions of the company may be ascertained there from at any time;
Prepares disbursement vouchers and checks (expenses, honorariums, salaries, petty cash etc.) for all the transactions of the company especially company banks statements and company loan.
Receives payments and collections from various clients and bank deposits; act as teller of the company send on time billing of the clients/consignee.
Post fixed deposits and loan payments of the company to its individual passbooks;
Prepares/ compiles annual report from submission as required by the BIR
Act as payroll-compen, facilitate employee company benefits like SSS/PAG-IBIG/Philhealth, issue employees payslip.
Process compony POS permits monitor business permit expiry.

John Micheals Travellers Restobar
Admin Staff (March 10,2017-january 31, 2019)
Manages points of sales, track records of POS
Contact suppliers for supply, and track payment record for the suppliers.
Deposit daily sales to the bank. And update daily disbursement. 
Facilitate employees’ salaries and benefits, issue payslip.
Check business permits renewals/expiry. 
Hokuriko Kasie Co. Ltd.
Technical intern (October 26, 2011 – October 26, 2014)
Make Japanese bed covers, and check quality after the product is fully done.
Participate every community or company activities esp. the Japanese cultures
Check machines if it’s on the right condition.
Clean up work area before and after work. 
Attend Japanese class. 
Mactan Apparel Incorporated 
Sewer/Line Leader (May 5, 2006- January 31, 2011)
Facilitate daily meetings before start work.
Monitor daily/ hourly output and monitor sewing machines and equipment’s.
Evaluate machine operator every quarter. 
Attend pre-production meeting before start of the new product runs the line.
Give quick and clear instruction to the operator and give easy technics how to be productive.
Education
Cebu Institute of Technology- University
Bachelor of Science in Business Administration 
June 2016- October 2016
The Sisters Of Mary School 
High School
Talisay City, Cebu.
Gainsay Elem. School
Primary School
Danao City
trainings/ seminars/workshop
	Small Business Counselor Course 103
	09/20/201
	24/09/2021
	40.0 
	Technical
	Trust Management Centre

	Building back better Buisness: Financial Management in Investment, Insurance and Debt
	24/09/2021
	24/09/2021
	8.0 
	Technical
	Phlippines Trade Training Center

	IP Webinar Series: Learn to safeguard your creative work
	03/09/2021
	0903/2021
	8.0 
	technical
	Intellectual Property of the Philippines

	Small Business Counselor Course 102
	16/08/2021
	20/08/2021
	40.0 
	Technical
	Trust Management Centre

	Digital Marketing: Transforming the Way We Promote Business in the Global E-Marketplace
	06/08/2021
	06/08/2021
	4.0 
	Technical
	Phlippines Trade Training Center

	Global Mindset in Online Virtual Merchandising
	06/08/2021
	06/08/2021
	4.0 
	Technical
	Phlippines Trade Training Center

	Humanity in Innovation: Discovering Innovation Opportunities through Design of Inclusive Products, Services, and Experiences
	06/08/2021
	06/08/2021
	4.0 
	Technical
	Phlippines Trade Training Center

	Launching of Philippine Skills Framework-Business Development
	06/08/2021
	06/08/2021
	4.0 
	Technical
	Phlippines Trade Training Center

	Improving Access to Technology and Innovation of Food Business Operations
	05/08/2021
	05/08/2021
	4.0 
	Technical
	Phlippines Trade Training Center

	3 R for HR; Recharge, Recalibrate, Reset
	04/08/2021
	04/08/2021
	4.0 
	Technical
	Phlippines Trade Training Center

	Building Resielient MSME's through Financial Inclusion and Building Back Business with Insurance for MSMEs 
	03/08/2021
	03/08/2021
	4.0 
	Technical
	Phlippines Trade Training Center

	Small Business Counselor Course 101
	26/07/2021
	30/07/2021
	40.0 
	Technical
	Trust Management Centre

	Online Negosyo Center Zoominar Batch 1
	27/05/2021
	27/05/2021
	7.0 
	Technical
	Derpartment of Trade and Industry - Regional Operations Group

	Negosyo Ko IPO-Protect Ko "Scaling up Competitiveness of MSME's through effective use of the IP System"
	29/09/2020
	29/09/2020
	4.0 
	Technical
	Intellectual Property of the Philippines

	Japanese Ethics Training
	26/10/2011
	26/11/2011
	300.0 
	Technical
	ACT Business Cooperative

	Intensive Basic Nihongo Language Course and Japan Cross Culture with Work Ethics
	17/05/2011
	14/10/2011
	800.0 
	Technical
	Racdaes Japanese Language Training Center

	Leadership Training
	12/11/2009
	12/11/2009
	4.0 
	Supervisory
	Sportscity International

	
First Aid and basic life support course 
	09/05/2008
	09/05/2008
	5.0 
	Technical
	Emergency Respond Unit Foundation



skills and ability
Have excellent knowledge Microsoft application (Microsoft word, Excel, PowerPoint) using office 360.
Proficient in oral and written communication skills.
Can write/speak Japanese language.
Fast learner.
Reference:
Renato Samblaseño (0919-068-9858)
Department of Trade and Industry 
Provincial Coordinator

Marivic V. Aguilar
Department of Trade and Industry-Cebu Provincial Office
Chief Division SDD 


Janeth Virallo (0967-228-9892)
Department of Trade and Industry
NCBC- 5th District Area Coordinator
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