___________

___________

___________

To Whom It May Concern:


I am Rene S. Diaz, 34 years old, experienced, an undergraduate of Bachelor of Science in Electrical Engineering in Polytechnic University of the Philippines in Manila, intending to join your good office and expressing my intent for you to reflect on my application as WAREHOUSE STAFF/ WAREHOUSE HANDLER to your prestige company.  Having practices with regards to Sales and Marketing Management and Secretarial procedures I’ve obtained in my field of work, I think it will be an edge for me to be chosen as one of the members of your company (e,g, marketing oriented, data encoding, office correspondence, stock piling, inventory, documentations, receiving of  incoming products from suppliers, replenishment, and particularly quality control and logistics). I am willing to undergo trainings and seminars to fully enhance my skills for the given post. Oriented to multi-tasking procedure, I can do various tasks without any supervision. I am an achiever and an enthusiast with passion to work. Attached to this application letter are my Curriculum Vitae for your assessment. I hope for your deliberation of my resume for the job post I am applying for. Thanks and Good day!


May God bless you in all your good works! I am.

MR. RENE S. DIAZ

Applicant 

[image: image1.jpg]



RENE S. DIAZ

#27 San Gabriel St., Brgy. Kaunlaran, Cubao, Q.C. Philippines
Mobile No.: +639063516125 /+632-7257971
E-mail Address: ialehs_nehr@yahoo.com
OBJECTIVE: 
Seeking a position as WAREHOUSE STAFF/ WAREHOUSE HANDLER where extensive experiences and superior institutional and organizational skills will be fully utilized and galvanized through upgrade of general concepts and company strategies.

GENERAL SUPPORT SKILLS/QUALIFICATIONS:
-Sales and Marketing Strategies

                 
   -Inventory Analysts
-Office Administration

              

   -Computer Literate (MS Office)
-Instills good character to officemates and colleagues          -Warehouse Management
-Stock Management /Logistics



   -Rider with Driver’s License (1,2)

   
EDUCATION:

Degree Level
Name of School:
POLYTECHNIC UNIVERSITY OF THE PHILIPPINES
Address:

Sta. Mesa, Metro Manila, Philippines
Degree:

Bachelor of Science in Electrical Engineering 
Year Attended: 
2002 – 2004 
High School Level
Name of School:
RAMON MAGSAYSAY (CUBAO) HIGH SCHOOL

Address:

Ermin Garcia St., Cubao, Quezon City, Philippines
Year Attended: 
1998 - 2002
Elementary Level
Name of School:
PONCIANO BERNARDO ELEMENTARY SCHOOL

Address:

P. Tuazon St., Cubao, Quezon City, Philippines
Year Attended: 
1992 - 1998
WORK EXPERIENCE:
Name of Company:


EVERSHINE DRY CLEANERS, DMCC
Address:



Jumeirah Lakes Towers MAG214, Dubai, UAE

Inclusive Date:


December 2017 April 24, 2018
Position:



Sales Representative, Marketing Arm, Receptionist
Complete Job Description:
Duties including bookings of laundry pick and delivery from prospect clients thru phone calls within the area.  Packing, sorting, tagging and labeling of items for delivery, preparation of bills and accounts settlements. Preparation of monthly reports of accounts existing as well as collection of payments based on schedule. If free, sometimes tasked to make deliveries on towers within the area by walk or on a cycle. During end of duties, make summaries of sales and deposit for bank for the day.
Name of Company:


INFINITY SPORTS INTERNATIONAL INC.
Address:



Visita St., Brgy. Sta. Cruz, Makati City, Phil.
Inclusive Date:


December 2015 – November 2017
Position:



Warehouseman/Logistic and Sales Assistant


Complete Job Description:
Responsible for management of stocks, quality control, accurate counting of outgoing and incoming deliveries from suppliers and clients. Assists as delivery assistant for scheduled delivery from time to time. Proper endorsement of receipt to Logistics personnel and Supervisors.

Name of Company:


KITCHEN SUPERCENTRE INCORPORATED
Address:



8006 Pioneer cor. United Brgy. Kapitolyo Pasig, Phil.
Inclusive Date:


April 2015-November 2015
Position:



Warehouseman/Stockman/Delivery Assistant
Complete Job Description:
Tasked for management of stocks (e.g. piling, labeling, counting) and entry to system, assigned for inventories, quality control of items for Purchased and Order.
Name of Company:


ALI HAMED ALMA ADDI MEDICAL COMPLEX
Address:



Hotat Bani Tamim, Riyadh, KSA
Inclusive Date:


November 2014-February 2015
Position:



Housekeeping/Hospital Cleaner
Complete Job Description:
Tasked to be housekeeper and support service to Medical Personnel of the complex. Responsible for cleaning and arrangement of hospital fixtures and facilities.
Name of Company:


IVORY MUSIC & VIDEOS CORP.
Address:



Dona Parel Bldg., Aurora Blvd, Cubao, Q.C., Phil.
Inclusive Date:


July 2011 – July 2014
Position:



Warehouseman/Stockman


Complete Job Description:
Responsible for management of stocks, inventories and receiving of deliveries of Ivory and Sony CD’s/DVD’s.
Name of Company:


PHILAM PLANS INCORPORATED 
Address:



Philam Life Bldg., Araneta Center, Cubao, Q.C., Phil.
Inclusive Date:


February 2011 - April 2011


Position:



Telemarketer - Insurance


Complete Job Description:
Responsible for telephone responsive marketing such as updates and scheduling of appointments for prospect clients.
Name of Company:


ROMAN CATHOLIC DIOCESE OF CUBAO
Address:



41 Lantana St., Cubao, Q.C., Phil.
Inclusive Date:


Year 2006 - 2010

Position:



Assistant Secretary (Bishop’s Office)
Complete Job Description:
Office Staff for Bishop’s Office. Answers phone calls, filing and keeping of records. Responsible in preparations of office correspondence. Assists the Bishop in all Eucharistic Celebrations. Attends to all the needs of the Bishop pertaining to masses and office errands.
Name of Company:


CHRIST THE KING PARISH

Address:



Greenmeadows Avenue, Whiteplains Q.C., Phil.
Inclusive Date:


Year 2002-2006


Position:



Parish Staff/Sacristan/ Maintenance


Complete Job Description:
Prepares/assists during Church Masses. Attends to the needs of priests, particularly during celebration of the Holy Eucharist.  Responsible to sanitation of the Church and Chapel.
CHARACTER REFERENCE:

Name: Ms. Jovelyn Aquino

Company: Roman Catholic Diocese of Cubao

Address: 4th Floor, Chancery Office, Roman Catholic Diocese of Cubao
Designation: Chancery Secretary

Contact Numbers: 7235116
Name: Mr. Orland S. Diaz
Company: Intercontinental Hotel Groups 

Address: 27th -29th Floor, RCBC Tower 2, Ayala Ave., Makati City
Designation: Sales Associate

Contact Numbers: 09499547745
Name: Mr. Lawrence Laureta
Company: Social Service Development Ministry

Address:  Roman Catholic Diocese of Cubao,Quezon City
Designation: Officer in Charge
Contact Numbers: 09984246773
I certify that the statements made above are true and correct according to my knowledge and belief. I also understand that any misinterpretation will be considered sufficient reason for withdrawal of a job offer or subsequent dismissal if employed.








MR. RENE S. DIAZ









Applicant
