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#70 Barangay San Antonio Alaminos City, Pangasinan 
Cellphone No. 09612623816
alexandreamendez92@gmail.com
JOB OBJECTIVE


To obtain a position that enhance professional growth and personal achievement through intensive training wherein my knowledge, skills and hidden strengths may be utilized to the fullest.

EDUCATIONAL BACKGROUND
Tertiary

: CONCORDIA COLLEGE




  Bachelor of Science in Business Administration

Major in Marketing 




  Pedro Gil St., Paco, Manila





  2013 - 2017

                                         Graduate
Secondary

: INERANGAN NATIONAL HIGH SCHOOL





  Calicdan St., Inerangan Alaminos City, Pangasinan





  2005 – 2009

                                         Gradute
Primary

: INERANGAN ELEMENTARY SCHOOL

  Inerangan Alaminos City, Pangasinan

  1999 - 2005

  Graduate 
WORK EXPERIENCE


 Makati Anti-Drug Abuse Council (MADAC)
           Casual Employee- Administrative Aide IV
           Makati City Hall Building II
           JP Rizal St. Poblacion Makati City

           (September 2013 – June 2018)

Functions: 

* Secretary of Finance Division 

*Account Auditor of Operation Division and Legal Division 

*Replenish, Liquidate and Reimburse all the expenses of MADAC

*Requesting Special Order 

*Assist to prepare Annual Report of Finance Division 

*Assist to prepare the Annual Investments program 
*Filling all memorandum, reports, receipts and documents 

In addition: 

Logistics Division 

*Assist for the preparation of  Purchase Request of MADAC

*Assist to prepare the Project Procurement Management Plan PPMP

*Canvasser

Preventive Education Training Information Dissemination (PETID) Division  

*Urine Collector - collecting urine sample during Drug Testing of Government 

Employee,Private Companies,Schools and Non Government Organizations 

* Assist Lecturer

* Prepare and liquidate the honorarium of Facilitators and Speakers 

* Assist and Facilitate PAG-ASA SA MAKATI Program 

Treatment Rehabilitation and After Care (TRAC) Division 

*Assist patients under counselling and after care program

*Assist Drug Surrenderrers

*Assist and facilitate Socialization in Bicutan Rehabilittaion Center

Legal Division 

* Former Secretary of Legal Division 

*Handling all the Case Files at MADAC with the participation of PNP Makati

* Receiving subpoena from the different Regional Trial Court of Makati City 

* Assist the PNP Makati and Operatives for the case file 

*Assist Subpoena server to deliver the subpoena before the court hearing

Operation Division 

*Conduct Rescue Operation -Batang Hamog (mendicants and street dwellers) 

*Assist to properly turn over at DSWD and to their respective barangays

*Assist Operatives for the validation of drug surrenderrer

*Conducting survey and home visit of the drug surrenderrer

Admin Division 

*Former member of Technical Working Group (TWG) 

*Prepare Special Order  

McDonalds – Service Crew 


Glorietta, Makati City

 (June 2012 – August 2013)

Counter 

*Provide customer service

Meet and greet the customer with a smile

Take the customers order

Suggestive selling on ad ons

Repeat the order

Do the payment transaction 

Start assembly the orders

          Thanking the customer once the order is complete 

*Assist my co -counter for assembling the order

*Organized workstation

*Follow and promote food safety practices 

*Replenish condiments and other supplies needed in the counter

*Maintain stocks and clean the working station before the turn over

Lobby and Dining Area

*Assist customers with their needs

*Bussing tables and clean the chairs and trays

*Sweep, mop, wash and polish the floor

*Change the garbage bag in the dining area

*Maintain the lobby in a clean, safe and sanitary conditions at all times

*Assist the preparation of the events in the store like birthday 

*May perform other duties as needed and/or assigned
SKILLS AND INTEREST

· Computer Literate


(MS Word, MS Excel, MS PowerPoint, Movie Maker)

· Playing Sports

· Cooking, Baking, Singing
· Friendly and enthusiastic in everything I do
· Organized and ability to multitask
· Ability to stand for long period of time and work in a hot or cold environment 
· A team player to assist my fellow crewmates 
ACHIEVEMENTS 
· Best Employee of the Month 
· Housekeeping NC II


· Most Valuable Player- MVP 
· Mythical Six –Volleyball 

· Best Anti-Drug Abuse Council (ADAC) 2015
· Commendation : Papal Visit 2015
SEMINARS ATTENDED
Strengthening Betterwork Relationship 

Cabiao, Nueva Ecija

December 22-23, 2016

Together Everyone Achieve More Seminar

MADAC Activity Area

December 10-11, 2015

Community Children at Risk

MADAC Activity Area

May 8, 2015

Method in the Conduct of MADAC Operation 

MADAC Activity Area 

September 24, 2014

Crisis Risk Management Course In Anti-Drug Operation In Relation With Article R.A 9165

MADAC Activity Area

September 5, 2014


Close Disaster Battle Training Program 


MADAC Activity Area


August 28-29, 2014


Solving People Puzzle, Understanding Oneself to Other


Punta De Fabian Resort Inc., Baras Rizal


May 30-31, 2014


Short Course of Undercover, Intelligence and Surveillance Operation


MADAC Activity Area


May 22, 2014

Developing Effective Oral Communication Through Enhancement Of Public Speaking Skill Seminar

HRDO Training Room 

March 10-11, 2014

Self-Development Skill Program "Effective Habits Of A Good Public Servants"

HRDO Training Room 

November 22, 2013

PERSONAL DATA


Age


: 30 years old


Date of Birth

: July 09, 1992


Place of Birth

: San Antonio Alaminos, Pangasinan


Civil Status

: Single


Citizenship

: Filipino


Height


: 5'2'


Weight

          : 70 kls
I hereby certify that the above information is true and correct to the best of my knowledge and belief. 










Alexandrea C. Mendez


