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CAREER SUMMARY

Result-oriented professional with more than 5 years of working experience in various reputed company and committed to a high standard of service, performance, and integrity. Expresses various skills in business development, new initiative implementations, operational problem solving, cross-functional collaborations and employee engagement with good feedback in different clients.
Primary NOC - NOC 6211 - RETAIL SALES SUPERVISORS
WORK EXPERIENCE

Company Name		:PhoonHuat Pte. Ltd.
Employment Period	: 15/4/2015 to present
Company Address	: 231APandan Loop, Singapore 128419
Web Site			: www.phoonhuat.com

Singapore-based PhoonHuat Pte Ltd, founded in 1947, has grown into one of Singapore’s leading food suppliers. Company is specialising in manufacturing, supply of quality baking ingredients, tools and services for food services, consumer retail, artisan and industrial bakeries.

Reference Person Name	: Ms. Michelle Tan
Contact Phone Number	: (65) 81184265 / (65) 67711246
Contact Person Email ID	: michelle.tan@phoonhuat.com
Job Title			: Retail Sales Supervisor
NOC 6211 - RETAIL SALES SUPERVISORS
Assist in the implementation of strategicinitiatives to reach goals and objectives. Primary focus on the core accountabilities of revenue generation, establishing selling &service culture, operational excellence, product andvisualmerchandising, and management of human resources or creating team success.

Job Tasks 

· Administermultiple stores and staffto ensure that daily duties are being executed properly
· Assist in recruitment, training, development and succession of high performing and results-driven staffs
· Allocation of manpower, duty roisteringof the stores, monitoring and approval of leaves and time-offs
· Authorize and approve expenditures, claims, and quotations
· Settleissues that may occur, including store operations, customer needs and complaints, and facility issues.
· Handlestoresinventory in coordination with purchasing and receiving department
· Generate and analyse reports pertaining to retailsales data, store ordering process and staffing
· Maintaining the image and standard of the stores, including thePoint-of-Purchase displays, signages, posters, cleanliness and tidiness
· Assist outbound and inbound marketing activities by demonstrating expertise in various areas like content development and optimization, advertising, events planning 

Company Name		: PECLtd.
Employment Period		: 15/1/2014 to 13/4/2015
Company Address		: 21 Shipyard Road, Singapore 628144	
Web Site			: www.peceng.com

From a local player since 1982, PEC has established as a reliable plant and terminal engineering specialist providing Project Works, Maintenance Services and other related services to the oil and gas, petrochemical, oil and chemical terminals, and pharmaceutical industries in Asia and the Middle East. With sizeable pool of skilled labour force, as well as a large and growing fleet of construction equipment, PEC is able to provide single-source full turnkey engineering, procurement, and construction and maintenance services and has partnered many big names in the industry today.

Reference Person Name	: Ms.GlorenMoncadaDiño
Contact Phone Number		: (65) 81262202
Contact Person Email ID	: gloren.dino@peceng.com
Job Title			: Site Administrative Assistant
NOC 1241 - ADMINISTRATIVE ASSISTANTS
Provides administrative support like payroll processing and distribution, telephone calls, mails, receiving and directing visitors, work pass applications, word processing, creating spreadsheets and presentations, and filing to themain contractors and sub-contractors.

Job Tasks 

· Monitor and administer time keeping of direct site and subcontractors’ staff
· Prepare key and update staff’s information, including staff hours and leaves, invoices, and claims
· Prepare meeting presentations, reports, programs, and hard copy materials
· Distribute incoming mails (normal/electronic) and other documents and disseminate accordingly to the right individual or department
· Receive telephone calls and queriesand relay accordingly to right individual or department
· Organize and set a meeting withmain contractors, sub-contractors as per request
· Request office supplies from head office and maintain inventory
· Documentation, safe and proper filing system such as certificates, payment evidence, quotation, receipts, learning grant information and other pertinent documents
· Assistin processing all required documents to a new worker assigned to the site
· Assist site In-charge on site personnel for training arrangements and requirements


Company Name		: University of Cebu - Lapulapu and Mandaue
Employment Period		: 13/11/2012 to 4/7/2013
Company Address		: A.C. Cortes Avenue, Barangay Looc, Mandaue City, 6014, Cebu, 
Philippines
Web Site			: www.universityofcebu.net

From a modest start in 1964, the Cebu College of Commerce (CCC) with a handful of enrolees used to be an undersized college has successfully evolved into a world-class university in Asia Pacific.
UC is cultivating more than 42,000 promising young minds while producing board topnotches through its four campuses that are conveniently situated within different parts of Cebu.

Reference Person Name	: Ms. Winter A. Dy
Contact Phone Number		: (032) 3467462
Contact Person Email ID	: winterdy@uc.edu.ph

Job Title			: Management Information System (MIS) Staff
0421 – ADMINISTRATORS - POST-SECONDARY EDUCATION AND VOCATIONAL TRAINING
Responsible for updating and maintaining students' academic records, attendance, class enrolments, schedules, and other details necessary to keep the institution running smoothly.

Job Tasks 

· Assist in evaluating academic and related activities of a college or university faculty
· Process requestsfor all related documents for new and transferee students
· Prepare school credentials such as Transcript of Records (Permanent Records), Cross-Enrolment,Standard Forms, and other school-related documents
· Prepare annual and semesterreports to be submitted to regulatory bodies
· Updates student's directory
· Print final grades to be sent to parents and/or guardians
· Print studyloads,informative copy of Transcript of Records and grade slip
· Verify student's records upon company's request
· Perform other tasks that may be required by superior from time to time


Company Name		:Qualfon Philippines, Incorporated
Employment Period		: 19/4/2010 to 29/12/2011
Company Address		: 9th Floor Skyrise 3 Building, Asia town IT Park, Lahug, Cebu City, 
6000, Philippines
Web Site			: www.qualfon.com

Qualfon provides outsourcing services including call centres, customer service, customer acquisition and retention, customer on-boarding, as well as back-office processing.

Reference Person Name	: Ms.FaithCanta
Contact Phone Number		: (+63) 9173128917
Contact Person Email ID	: fcanta@qualfon.com

Job Title			: Customer Service Representative
NOC 6552 OTHER CUSTOMER AND INFORMATION SERVICES REPRESENTATIVES
Executes and assists with complaints, orders, errors, account questions, billing, cancelations, and other queries and acts as a liaison in the company.

Job Tasks 

· Answers calls and investigate complaintsas a customer service representative on services in company
· Establish good relationships and trust with customer accounts through open and interactive communication
· Provide accurate, valid, and complete information by using the correct methods and tools
· Handle customer complaints, provide applicablesolutions and alternatives within the time limits then follow up to ensure resolution
· Check and update accounts, process billing and receive payment for these services offered
· Keep records of customer interactions, process customer accounts and file documents
· Follow communication procedures, guidelines, and policies
· Undergo related trainings and coaching to empower and further strengthen the skills
· Take the extra mile to engage customerson rates, regulations and policies


EDUCATIONAL QUALIFICATION

	Course
	University/Country
	Duration and year Attended
	Grade (%)

	Bachelor of Science in Information Technology
	University of Cebu - Lapulapu and Mandaue
	04/06/2001 - 20/03/2009
	N/A

	Secondary
	Saint Alphonsus Catholic School
	02/06/1997 - 24/03/2001
	N/A

	Primary
	Mactan Air Base Elementary School
	03/06/1991 - 02/04/1997
	N/A



TECHNICAL QUALIFICATION

· People Management
· Project Management Skills (Task management, prioritization, delegation, task separation, scheduling, risk management)
· Customer Service
· Google Drive (Docs, Sheets, Forms, Slides)
· MS Office (Outlook, Word, Excel, PowerPoint, Access, Publisher)
· Email (Filters, folders, mail merge, rules)
· Spreadsheets (Excel, Google Sheets, Open Office, pivot tables, macros, link to database, vertical lookups)
· SAP Applications (SD and MM)
· Point of Sale software (FlexBa)
· Social Media (Face book, LinkedIn, Instagram, posts, giveaways, customer interaction)
· Web (HTML, CSS, Ecommerce, Marketplace)


STRENGTHS
· Analytical skills
· Communication
· Dependability
· Teamwork and Leadership
· Information Technology (IT) Skills

ACHIEVEMENTS

· Re-organized operationalprocess flow to make it work better
· Develop performance management system for operations
· Developed and implemented performance management system for operations
· Successfully conducted system implementation training
· Worked on special projects (setup pop-up stores and new outlets)
· Help increased revenue or sales for the company
· Saved money or costs for the company
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