ARLENE M. APAL

Admin. Head

Block 40 Lot 10 Kisanlu Subd.

Iponan, Cagayan de Oro City, Mindanao Philippines
+639155590465

alphakith@yahoo.com
SUMMARY
With excellent customer service and almost 20 years of administrative work experience. Extensive skills on handling client’s demands and problem solving. Detail oriented with exceptional instincts  for meeting high expectations and delivering good quality output.
WORK EXPERIENCE

December 2000- March 2001
Computer Operator, Technical Education & Skills Development Authority ( TESDA )


On-the-Job Trainee, Work under Special Program for the Employment of Students ( SPES ).

June 2001- December 2001
Sales Representative, Rusty Lopez Boutique



Incharge of shoes, garments, RTW’s.



Assist customers needs & complaints.
January 2002-September 2002
Cashier, Centropell Mktg. Inc.



Make daily sales report & expenses and monthly 
reporting.


Do daily bank transactions & verifies credit card on 
charge transactions.

October 2002-January 2003
Sampling Coordinator, AMB Staffing & Services



Conducts marketing activities on business 
establishments by giving out samples to customers, 
inventory & monitor sales.

February 2003-July 2003
Office Clerk, JINSU Int’l. Trading Corp.


Submits motor vehicles sales report and sum-up 
expenses, do bank transactions, follow-up proposals 
on heavy equipment’s rental.

Do computer encoding & printing.

FEBRUARY 2004 up to present
Admin Head., ROMSAN REFCON MKTG. & SVCS. INC. ( CARRIER, MIDEA, LG, TOSOT, DAIKIN, SAMSUNG Authorized Dealer & Installer )


Controls budget for monthly expenses, computes 
sales income, inventory on all brands of window & 
split type aircons, follow-up quotation on customers, provides schedule for aircon maintenance, do collection of payments & bookkeeping.
EDUCATION

1999-2001 ASIAN COLLEGE OF SCIENCE & TECHNOLOGY ( ACSAT )

Associate in Computer Science Diploma, April 2001

College Honor: 1st Term, SY 1999-2000
Second Honor: 2nd Term, SY 2000-2001

1995-1999 OPOL NATIONAL SECONDARY TECHNICAL SCHOOL ( ONSTS )

High School Diploma, March 1995, First Honorable Mention

1989-1995 OPOL CENTRAL SCHOOL ( OCS )

Elementary Diploma, March 1995, First Honorable Mention
CORE PROFICIENCES
· Time Management


 

· Character management on manpower

· Cash and check handling transactions
· Customer needs assessment
· Product knowledge & warranty replacement 
· Interpersonal communication skills

TECHNICAL EXPERTISE

· Computer; Word processing, Spreadsheet, database management, typing speed at 50- 70 WPM
· MS Office; Word Excel, Publisher and Powerpoint

SEMINARS ATTENDED

August 1998



ONSTS Student’s Council ( OSC ) Seminar







Opol, Misamis Oriental

December 2000


AVON Dealer’s seminar







ACSAT- Velez-Luna Sts., Cagayan de Oro City

January 2001



Orientation Seminar







ACSAT- Velez-Luna Sts., Cagayan de Oro City

April 8, 2014



Concepcion- Carrier Airconditioning Company on 

Excellent Customer Service Skills Seminar







Held at Chali Beach Resort, Cagayan de Oro City

March 17, 2016


Department of Labor and Employment

The Employee’s Compensation Program 







Held at Deluxe Hotel, Cagayan de Oro City

