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	To replace this text with your own, just click it and start typing. Briefly state your career objective, or summarize what makes you stand out. Use language from the job description as keywords.


Experience
	March 2021 – To present
data encoder- national telecommunications commissions
1. Answer and respond to phone calls, communicate messages and information.
2. Prioritize emails and respond when necessary.
3. Recognizes the need to obtain more or higher quality information in order to collect all the relevant data needed for an appropriate solution and action;


	june 2016 2015 – April 2020
pet shop co-owner- pawber petshop
Store owners are responsible for the entire business operation and should make sure that the business runs smoothly and profitable. We are also looking at the work of our employees inside the store. 


May 2013- May 2015
ACCOUNT MANAGER-GLASSCADE SYSTEM SPECIALIST INC.
Responsible for the sales and distribution of a company’s products. Our job description entails ensuring the continued growth of the company’s sales process in his or her assigned area. His/her role involves developing a strategy for sales and also for marketing.


JANUARY 2012- MARCH 2013
ACCOUNT MANAGER- HOME OF METAL AND GLASS
Primary Representative for Client Communication
Regular Reporting of Sales Results
Identifies and researches prospects, and contacts them to create qualified leads.
Strong verbal and written communication skills, along with excellent listening and persuasive skills, are necessary for an individual to be a successful sales.
A territory manager is responsible for improving revenue and developing sales methods for geographical area.
Need to improve customer service relations between the company and the client.




JULY 2009- JULY 2012
ADMINISTRATIVE ASSISTANT – JAPS COMMERCIAL
Serves as administrative assistant to the Director or other supervisor by providing or overseeing reception services.
Scheduling appointments, meetings, and travel
Maintaining the supervisor’s calendar
Preparing and proofreading correspondence, reports, and other documents prepared.
Helps the department to achieve its mission by coordinating complex processes associated with work specific to the department, such as working independently to organize process involving multiple individuals or units.




Education
	JUNE 1994- MARCH 2000
ELEMENTARY – DILIMAN PREPARATORY SCHOOL
LOYALTY AWARD

	JUNE 2000- MARCH 2004
SECONDARY- DILIMAN PREPARATORY SCHOOL
LOYALTY AWARD

JUNE 2004- MARCH 2009
COLLEGE- SOUTHEAST ASIAN COLLEGE (UNITED DOCTORS MEDICAL CENTER)

BACHELOR OF SCIENCE IN NURSING


Skills
	I’m a reliable person, I never let people down
Patience is one of my strength/ skills
	I know how to communicate well with other people especially when they are mad.
I can easily adapt to my working environment


Activities
· My positive attitude is definitely one of my strengths. I have been a Data Encoder, Account Manager, Administrative Assistant and co-owner of a pet shop, all jobs that require plenty of energy and endurance. I can view a situation from multiple perspectives and empathize with my customers, and client to understand their needs at any given time.
· [bookmark: _GoBack]One of my best skill is driving, I can drive an automatic or manual transmission.
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